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EAGLS USERS GUIDE CONTENT CHANGES - Effective 01/08/2001

These updates have been made to the EAGLS Users Guide (and Job Aids noted) and are
reflected in the online User Guide currently posted on the Web site.

Chapter | Lesson | Page/ Change To/Add To/Delete
Section
8 1 Page 295 Deleted the “Note:” and the Menu Option which
references the “What's New” section on the default
Reports window.
8 2 Reports Changed description to read,
Functionality “Lists information for accounts that have been
Matrix — page 306 | cancelled or are within 10 days or less of being
Cancellation cancelled on a daily basis, including accounts over
Report 126+ days past due.”
8 2 Reports Changed description to read,
Functionality “Provides a list of all account balances that are in a
Matrix — page 307 | state of delinquency (accounts with past due
Delinquency balances of 30, 60, 90, 120, 150, 180+ days).
Report
8 2 Reports To more accurately reflect the data contained
Functionality within the Delinquency Reports, all references to
Matrix- (pages 308 | Delinquency Cycle timeframes have been
—309) changed to the following:*
Please see the
following reports: | ¢ Cycle 2 =61 — 90 days past due
e Delinquency — | * Cycle 3=91-120 days past due
Hierarchy * Cycle 4 = 121 — 150 days past due
Level/Severity | * Cycle 5 =151 — 180 days past due
« Delinquency — | * Cycle 6 = 181- 210 days past due
Hierarchy/
Severity
Summary
Updated Job Aids
include:
* Delinquency
Reports
* Reports
Functionality
Matrix
* Reports
Selection
Matrix
8 3 Report Changed “Delinquency” prompt description to
Scheduling reflect the changes in the Delinquency Cycle

Prompts — page
336

timeframes noted above. *




Chapter

Lesson

Page/
Section

Change To/Add To/Delete

8

Delinquency
Reporting- page
353

Changed Description to read,

“The Delinquency Report lists all accounts that
have past due balances from 30 to 180+ days.
Accounts are grouped by 30, 60, 90, 120, 150, and
180+ days past due.”

What you need to
Know — page 355

Delinquency by
Status table —
page 355

Delinquency
Statuses —
page 355

Changed reference to Delinquency Cycle
timeframes to reflect those noted from above. *

Changed the following 2 Statuses to read,
Cancellation: IBAs 126 — 180+ days past due
Cancellation: (DOI/SBA): IBAs 96 — 180+ days
past due

Changed statuses to read as follows:

* Delinquent: An account is considered delinquent
when it has balances over 45 days past due from
the billing date. However, accounts will display on
the Delinquency Reports at 31days past due from
the billing date.

* Suspension: An IBA has balances over 60 days
past due from the billing date or a CBA has
balances over 90 days past due from the billing
date. The account is now suspended which means
the account or individual is prohibited from making
purchases.

« Cancellation: An IBA has balances over 126
days past due from the billing date. The account is
now cancelled and closed, and the accountholder
may be reported to the credit bureau. (For Dol and
SBA, IBAs reach Cancellation status at 96 days
past due from the billing date.)

« Charge-off: An account has balances over 210
days past due from the billing date. The account is
now charged off and may be referred to an attorney
or collection agency. Charged-off amounts are
subtracted from purchases when calculating the
agency refund.

Key Questions —
page 357

The answers to the following questions have been
updated as follows:

4. Q: What happens if a payment is made on a
delinquent account?
A: Partial payments are applied against the
oldest balances first. For suspended
accounts, the delinquent balance must be paid
in full before the suspension is revoked.

12. Q: What happens if full payment is made on
cancelled account?
A: The payment will be recorded but the
account will remain cancelled.
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Welcome to EAGLS

Welcome to EAGLS™

EAGLS (Electronic Account Government Ledger System) is designed to meet the unique
requirements within U.S. Government agencies.

EAGLS is a secure, Web-based system designed to help you perform everyday administrative

and accounting tasks and analyze program activities online. It is engineered to help you streamline
the most common management activities from a single program interface - 24 hours a day.
EAGLS is intended to provide you with quick, easy access to program information and data,

all from your desktop.

The EAGLS release, version 5.1, enhances the system with refined screen design and navigation
tools, as well as improved functionality.

Benefits and Advantages of EAGLS

Fully Automated System
EAGLS provides program and transaction data from one single interface .

Remote User Access

The system offers fast, convenient access to transaction and agency information 24 hours a day,

7 days a week, every year, at any user location worldwide. As a program manager, you are author-
ized to use EAGLS and may also authorize your account holders to use EAGLS.

Streamlined Reconciliation
Authorized users can reconcile online, assign cost allocations, and create interfaces into your
agency’s finance and accounting systems.

Enhanced Reporting
EAGLS allows users to receive data within their span of control, in a variety of formats. Reports
are your most important tool to successfully monitor and manage your agency’s program.

Security

* Provided through the EAGLS closed intranet connection

* EAGLS is hosted and maintained by IBM Global Systems (IGS) in a secure facility, protected by
a robust system of dedicated and specific firewalls, in conjunction with Bank of America EAGLS
Technical Systems Support and Information Security teams.

* Encrypted SSL (Secured Socket Layer) Connection - detects tampering to determine if data has
been altered during its transmission

* Global Site Certificate - reserved by law for internet service by U.S. financial institutions
and government agencies, which allows users to exchange data with a minimum 128 bit
encryption arrangement.
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Welcome to EAGLS

« Norton Antivirus - used to detect and remove viruses from the EAGLS environment. It runs in the
background, providing continuous, automatic protection.

* Driven by User IDs and passwords limiting access to authorized personnel.
* User Profiles invoke role-based access controls which stay with the user throughout the online
session. It limits or expands what users can see and the functions, accounts, hierarchies and

agencies to those relevant to their job, assignment and organization.

* Changes to specific screens and user access cannot be made without A/OPC approval. All changes
must be made in accordance with your agency/organization’s policy.
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Before You Begin

How to use this guide

EAGLS is designed to help you effectively complete your daily Government Card Program
responsibilities as an Approving or Reviewing Official (AO or RO), Agency/Organization Program
Coordinator (A/OPC), Transaction Dispute Officer (TDO), Designated Billing Officer (DBO), or
Card/Account Holder (AH). This guide provides a detailed description of each EAGLS function,
and various features. Organized in specific sections, this guide will show you how to effectively per-
form everyday tasks such as updating account holder information and performing cost allocation.

This guide includes EAGLS functionality for all Government Card Program product lines including
Purchase, Travel, and Integrated card programs.

Each chapter includes an overview page listing:
* An overview of the EAGLS function

* What you will learn in the chapter

* A list of introductions and lessons

* Benefits and advantages of the EAGLS function

Individual lessons within each chapter include an introductory
page listing:

* A description of the function

* What you will need before you begin

* What you will learn in the lesson

« Situations where you may use the function

* The screens you will use in the lesson

* Available hyperlinks introduced in the lesson

* What you need to know before you begin

* Key terms

Note: Key terms will be defined in each lesson as they are introduced. A glossary at the end of the
guide contains all key terms and definitions. Each lesson contains step-by-step instructions to help
you accomplish each task with screen prints displaying the information described in the steps.
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EAGLS System Requirements

In order to use EAGLS you will need the following minimum requirements:
* NT or Windows 95 (or later version, such as Windows 97 or 98)
* Netscape 4.0 or Internet Explorer 4 with Service Pack 2 as a browser
* Modem 28,800 baud rate or higher

Your connectivity will determine how fast you will access and perform tasks within EAGLS.
Connectivity can be defined as how you access the Internet. The Internet is an amalgamation of
computer networks located around the world; a network is two or more computers connected by cable
designed to exchange information. The type of line you have connecting your system to the Internet is
important. It determines the speed with which you will be able to access and download information.

There are three primary ways you can connect to the Internet:
* Modem — A device that enables your computer to communicate to another computer via
conventional analog telephone lines.
* ISDN (Integrated Services Digital Network) — A digital, rather than analog line. An ISDN
allows data to be sent much faster than a conventional telephone line.
* T1 and T3 lines — A dedicated high-speed digital line.

Your connectivity plays a crucial part in determining how efficiently you perform your day-to-day
duties within EAGLS, such as requesting reports. This is especially significant during those peak

times of the day when a high percentage of the co-workers on your server are trying to use the Internet.
A server is simply a computer that is on the network and shares resources with other network users.
The diagram below represents multiple users on the same server.

USER
Ny
e

USER l INTERNET

ey

SERVER

The server is the means by which multiple users access the Internet. Once the server connects to the
Internet it brings back the requested information and then disburses it to the appropriate user. So the
connectivity of the server is extremely important. Having a server that is connected to the Internet via
a modem (phone line) is slower than using an ISDN line or T1 or T3 line.
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Authorized Users of EAGLS

EAGLS users are assigned User Profiles that determine the screens they are authorized to access and
tasks they can perform. For example, an A/OPC responsible for the program in one agency may be
authorized to make credit limit changes on accounts, while another A/OPC from a different agency
may not. Specific access levels are defined by your agency/organization.

A/OPCs are authorized to use EAGLS and may also authorize account holders to use EAGLS.
A/OPC:s are also responsible for maintaining and approving account holder access to specific
EAGLS screens. EAGLS is designed to ensure the highest level of secure access. Changes to specif-

ic screens and to user access cannot be made without A/OPC approval. All changes must also be in
accordance with your agency/organization’s policies.

EAGLS Users

Account Holder (also referred to as "cardholder")

* Access limited specifically to his/her own account
* Account holder is responsible for reconciling and disputing his/her own transactions.

Approving or Reviewing Official (AO or RO)

* Can review the transactions for the account holders under his/her hierarchy
Agency/Organization Program Coordinator (A/OPC or APC)

* Responsible for the day-to-day operations of card program management

* Also serves as liaison between the account holder and Bank of America

* Access is limited to accounts within the A/OPC’s span of control and below.
Transaction Dispute Officer (TDO)

* Responsible for handling transaction disputes on Centrally Billed Accounts (CBAs) and/or

Individually Billed Accounts (IBAs)
* Access is limited to the TDO's span of control and below.

Designated Billing Officer (DBO)

* The DBO approves and reconciles the agency invoice.
* Access is limited to accounts within his/her span of control and below.

Clerical

* Assists the A/OPC in the day-to-day operations of Card Program management
* Has limited access to inquiry functions
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Hierarchy Levels — Span of Control

Hierarchy is the mechanism by which accounts are grouped for reporting and information access
purposes. Hierarchy is designed to determine the path and level at which information will be dis-
tributed to EAGLS users within their span of control. Span of control consists of all accounts you

are authorized to maintain.

Rules for hierarchy structure are as follows:
* Hierarchy is defined by your reporting structure and agency guidelines.

* There can be up to eight maintainable hierarchy levels within an agency reporting structure.
* Each unit within a hierarchy can have up to 99,999 sub-units.

* Each unit is identified by a seven digit number that can be defined by the agency and carries
a meaning such as cost center or accounting center.

* Hierarchy is flexible - new levels and new units may be added up to eight levels.
* An account's total can be seen at the level which it is assigned and at higher levels.

* Each level is defined by the agency.
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EAGLS System Features

EAGLS system features will help you perform a variety of administrative and accounting tasks such
as online account setup and activation, account maintenance, reconciliation and cost allocation.
EAGLS is a menu-driven system, with all functionality accessible through the EAGLS Main Menu
options. Following is a summary of the functionality contained within each Main Menu option:

Select this

EAGLS menu option:

To perform this task:

Account
Inquiry/Maintenance

» Search for an account holder account by account number, last
name/first name, social security number or hierarchy level.

* Activating and deactivating accounts

» Search for, change or update account information

Inquiry

A read only function that allows you to view information pertaining
to your agency, central account, and vehicle accounts.

Maintenance

* Perform routine card program tasks
* Access and process account holders’ queued requests
* Perform some maintenance functions on accounts

Program Information

Connects directly to Government Card Services Unit Technical
Helpdesk where you can access and download General Services
Administration program forms and the GSA newsletter. (Some
functions, such as maintenance to a central account, require that a
form be completed and forwarded to GCSU.)

Setup

Set up an account and establish new accounting centers

Transaction Data

View and work with detailed transaction data

User Options

Create and maintain User Profile information, which will affect
the data and functions that are accessible to a user

Reporting Tool

Access the online Reporting Tool that includes a customizable
menu of report options you can use to analyze EAGLS account
data. Data can be exported to a number of different formats to
meet your specific reporting needs.

Help

Connects you directly to the GSCU Technical Helpdesk Web site
for online assistance and access to program updates, program
forms, EAGLS reports, and hyperlinks to other related EAGLS
Web sites.

Training

Links you directly to the EAGLS Training Web page housed

on the GCSU Technical Helpdesk Web site. There you can
access job aids and access the EAGLS training guide sections for
information on specific functionality.

Log Off

Signs you completely out of EAGLS
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EAGLS Process

EAGLS is a Web-based system, not a software program. Your requests and changes are updated and
maintained within EAGLS, and then forwarded to the Bank of America mainframe system. This
information is passed from the Bank of America mainframe system to Total Systems (TSYS), and
TSYS in turn passes data back to EAGLS. TSYS is the company used to process all bank card data
for Bank of America.

EAGLS and TSYS communicate through interfaces. An interface is the point where independent
systems interact. There are two interfaces to transfer information between EAGLS and TSYS; one is

Message Query (MQ) and the other is the Data Exchange File (DEF).

Message Query Process (MQ)

A/OPC logs into A MQ is transferred Account holder logs in
EAGLS and performs from EAGLS to to EAGLS and checks

a maintenance request | ™= | TSYS. The credit mp>- | his/her account to find

to an account holder’s limit is updated that the credit limit has
credit limit. on TSYS. been updated.

MQ transfers data from EAGLS to TSYS. Information is transferred to TSYS in real-time and in a
queued process. Queued requests are forwarded to an APC, Designated Billing Officer (DBO, person
responsible for payment of the central account and centrally billed accounts), or GCSU prior to
approval. An approving official must perform the required action before the request is processed.

L e X¢] 1]
e ——

——

| ———> S TSYS

Total Systems Process (TSYS)

TSYS processes the Account holder logs in
GCSU changes an address change and sends The address to EAGLS and checks
account holder’s || it {0 EAGLS through > |is changed || his/her account to find
address on TSYS. DEF during the batch on EAGLS. that the address has

processing at midnight. been updated.

DEF transfers all information from TSYS to EAGLS during batch processing. Batch processing is
defined as all data and maintenance performed on TSYS, on any given day, and transferred to EAGLS
during evening processing. The "As of" date on the Main Menu indicates the latest DEF date, which is
the file received from processing with the latest update information from the database. The user can
easily determine if their transactions have been processed and updated to the system.
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Understanding Account Holder Responsibilities

There are two account billing types associated with the EAGLS program — Centrally Billed
Accounts and Individually Billed Accounts:

* Centrally Billed Account (CBA) - a type of billing that allows the agency/organization to pay
the balance for every individual account attached to the central account. It is the responsibility of
the designated billing officer, the individuals who use the account, or those who have cards
issued under the account, to verify their individual transactions.

* Individually Billed Account (IBA) - a type of billing that allows the individual account holder
to make full payment on the account. The individual account holder is billed for all transactions
and fees.

Account holders are responsible for payment on an IBA, and it is important to understand how the
government card should be used and how transactions are processed.

* The account holder should use the card for expenses incurred while conducting official govern
ment business as specified in the GSA master contract and the agency/organization’s specific
Task Order.

* The card may not be used for personal expenses and use by anyone other than the approved
account holder is strictly prohibited.

* It is the responsibility of the account holder to understand and comply with his/her agency/
organization’s policy regarding the definition of authorized purchases.

» It is his/her responsibility to retain all charge slips, register receipts, etc. and follow agency/
organization policies and procedures for reconciliation, approval, and allocation of transactions.

* The account holder may request maintenance, for example, address change, etc., to their account
using EAGLS or by notifying their A/OPC.

* Call Bank of America at 1.800.472.1424 immediately (24 hours a day, 365 days a year) to report
a lost or stolen card. An account holder must also notify their A/OPC about a lost or stolen card
at the first opportunity during normal business hours. Cards reported lost or stolen are
immediately blocked from accepting additional charges. Account holders will not be liable for
unauthorized charges resulting from the loss of their card, including theft.

Suspension/Cancellation of Card Privileges

* Pre-Suspension/Pre-Cancellation Reports are available on EAGLS for the A/OPC to identify
accounts that are past due.

* Accounts will be considered past due if payment for undisputed principal amounts has not been
received 45 calendar days from the billing date.

* Suspension of the account may occur at 61 calendar days if payment for the undisputed principal
amount has not been received.

* If payment is still outstanding 126 calendar days from the billing date, cancellation will occur.

* Suspended CBA accounts will automatically be reinstated upon payment of the undisputed
principal amount and Prompt Payment Act interest. Suspended IBA accounts will automatically
be reinstated upon payment of the undisputed principle amount.
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Transaction Cycle

It is also important to have an understanding of what takes place when a purchase is made at a
vendor. The account holder presents the card to an approved merchant to pay for an official govern-
ment purchase. The merchant then receives an authorization and submits the transaction to its bank
for processing. Bank of America receives the merchant data and sends out a statement of all the
transactions during that billing cycle. The account holder then submits the payment in full by the
due date indicated on the statement of account. This process is known as the transaction cycle.

Critical Participants in the Transaction Cycle
Financial Institution

Any organization in the business of moving, investing, or lending money, dealing in financial
instruments or providing financial services. (Banks are financial institutions; however, not all
financial institutions are banks. An investment company is a non-bank financial institution.)
There are two sides to the bank card industry: Card Issuers and Merchant Acquirers. Financial
institutions, including banks, can be involved in one or both sides.
Financial institutions can be Card Issuers. That means that the institution is a licensed member of
MasterCard and/or VISA. When a financial institution is an issuer, it:

1. Issues the card to the approved account holders

2. Receives and pays for transactions from MasterCard and/or VISA

3. Bills and collects from the account holder

Financial institutions can also be Merchant Acquirers. Acquirers solicit, screen and accept
merchants into their card program. Merchant Acquirers also have to be a licensed member of
VISA and/or MasterCard. Acquirers hold a written agreement with the merchant to do the following
three things:

1. Accept the merchant sales draft

2. Provide merchant with credit authorization services

3. Handle and process the bank card transactions

Merchant
A merchant is any entity that accepts bank cards for purchases in exchange for goods, services or
cash. The merchant agreement contains their respective rights, duties, and warranties with respect to
acceptance of a bank card, and matters related to bank card activity.
Merchants must do three things to be able to be a part of the transaction cycle:

1. They must agree to the contract with the financial institution.

2. They must pay the merchant fee.

3. They must agree to obtain an authorization.

The Account Holder

The account holder is the person or organization named on the face of the card to whom, or for
whose benefit, the card is issued.
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Critical Participants in the Transaction Cycle

National Card Associations

VISA and MasterCard each make up a National Association. That means they are:
1. Owned by member banks such as Bank of America
2. Governed by separate boards of directors
3. Provide worldwide transaction and payment services programs
As a member of Visa and MasterCard, Bank of America issues Visa and MasterCard branded
bank cards. National Card Associations do not issue cards; only their member Financial Institutions
issue cards.

The Interchange Process

1. The customer makes a purchase and presents a bank card to the merchant.

2. The merchant deposits the transaction with the Acquirer, who credits the merchant’s
deposit account for the amount of the sale.

3. The Acquirer sends the transaction through VISA or MasterCard’s data transport
network, called the Interchange.

4. VISA/MasterCard forwards the transaction to the Issuer.

5. The Issuer bills the customer’s bank card account.
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Government Card Services Unit Technical Helpdesk (GCSU THD)

The GCSU Technical Helpdesk (THD) is a valuable resource to help you locate up to the minute
Bank of America Government Card Program information. You can find the THD at
www.gcsuthd.bankofamerica.com or by calling 1.888.317.2077.

Our technical experts are available to answer questions and provide assistance with EAGLS — online
through e-mail or by phone. Additionally, you will find important advisory messages on the THD
notifying you of system issues and solutions.

Technical Helpdesk (THD) Features

* Helpful hints to assist you with everyday management tasks

* Online forms to download directly from the Web site, including the Hierarchy Level (HL)
Change Form and Point of Contact Form

* Hyperlinks to our Bank of America Web site and EAGLS Web site

 Up-to-date training information including classroom training schedules

* Data Exchange File (DEF) date provided daily to identify the most recent EAGLS data exchange

How to Contact Technical Helpdesk (THD)

* The GCSU THD can be reached at 1.888.317.2077 weekdays between 8 a.m. and 9 p.m.
U.S. Eastern Time.
* The e-mail address is gcsuthd@bankofamerica.com.
* If you send an e-mail request or question, you can expect a response within four hours.
* If an e-mail is sent after 5:00 p.m. Eastern Time, it will be answered the
following morning.

* International request should be made between 7:00 a.m. and 9:00 p.m. Eastern Time,
using 1.888.317.2077.
* After 9:00 p.m. callers will receive a recording.

* International e-mail requests receive the same response time as noted for U.S. e-mails.
Communicating with Government Card Services Unit (GCSU)

An EAGLS user must provide their valid hierarchy level when communicating with GCSU for
information or help. Following are some situations in which GCSU will need this information:

* An A/OPC requests a new account setup through a paper application to GCSU.
Complete and accurate hierarchy levels must be provided at the time of setup, starting with
HL1 through the designated hierarchy level. This ensures accurate and timely setup.

* An A/OPC requests a Point of Contact change. The point of contact information must
be changed for each hierarchy level of access for the A/OPC. All hierarchy levels must
be provided to GCSU.

* If an A/OPC is unsure of his/her access levels, he/she may contact GCSU for assistance
with that information.
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Welcome to EAGLS

EAGLS Support Services

The Government Card Services Unit (GCSU) at Bank of America is committed to providing world

class customer service to your agency/organization.

A/OPC general inquiry:

Customer service:

TTY/TDD:

Card activation:

EAGLS technical assistance (GCSU THD):
GCSU Technical Helpdesk Web site:
EAGLS Web site:

GCSU Technical Helpdesk e-mail address:

General mailing address:

IBA Payment mailing address:

CBA Payment mailing address:

Overnight or Express Payment
mailing address:

Collections Department:

EAGLS Training Registration Desk:

Email EAGLS training questions or comments:

* Toll free numbers can also be accessed internationally

1.800.558.0548*
(Monday — Friday, 7am — 9pm EST)

1.800.472.1424*
1.800.672.0779*
1.800.311.7810*
1.888.317.2077*

www.gcsuthd.bankofamerica.com

www.gov-eagls.bankofamerica.com

gesuthd@bankofamerica.com

Bank of America

Government Card Services Unit
P.O. Box 1637

Norfolk, VA 23501-1637

Bank of America
P.O. Box 53139
Phoenix, AZ 85072-3139

Government Card Services

P.O. Box 53141
Phoenix, AZ 85072-3141

Bank of America
Government Card Services
1825 E Buckeye Rd
Phoenix, AZ 85034-4216

1.800.848.6086

1.800.245.0191

eaglstraining@bankofamerica.com
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Chapter 1

Getting Started with EAGLS

Overview The purpose of Getting Started with EAGLS is to become familiar
with the navigational tools available in EAGLS. These tools allow
you to quickly access and utilize the different functions in EAGLS.
Familiarity with these tools will ensure you are able to use the system
to its fullest potential.

Logon, Logoff and Changing Your Password lessons will provide
step-by-step instructions for completing these initial functions easily
and accurately.

Using the Search Function lesson provides an overview of the general
search functions and criteria that are common to search screens in EAGLS.
Accurate searches with the proper criteria will ensure quick access to the
information required to complete functions in EAGLS.

In this chapter How to use EAGLS navigational tools via the Internet Explorer or
Netscape Navigator browsers. These browsers are necessary for accessing
and navigating within EAGLS. In addition, you will learn how to log on
and off the system, change your password and use the search function.

you will learn

Introduction: Using EAGLS Navigational Tools
Lesson 1: Logging On and Off EAGLS
Lesson 2: Changing Your Password at Initial Sign-on

Lesson 3: Using the Search Function

Benefits and Knowledge of the basic functions of EAGLS will prepare you to utilize
advantages EAGLS to your full advantage.

EAGLS was designed to simplify the day-to-day management of your Bank
of America Government Card Program.
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Key Terms

A/OPC
Account Holder

Agency

Centrally Billed
Account (CBA)

Charge Card

Debit Card

Agency/ Organization Program Coordinator. This person is responsible
for the management of the card program.

A person who has been assigned a government charge card. For IBA
transactions, this person is responsible for the payment of the charges.

An administrative unit of government; "Department of Defense";
"Department of the Interior"; "Census Bureau"; "Office of Management
and Budget"; or the "Tennessee Valley Authority"

A charge card account that is billed to and paid by an agency
or organization.

A plastic card with a sixteen-digit number that allows an account holder
to purchase goods and services for official government business.

A plastic card with a sixteen-digit number that allows an account holder
to purchase goods and services. The funds for each transaction are
electronically deducted from a checking account. A transaction will not

be authorized unless there are sufficient funds in the checking account.

EAGLS

Individually Billed
Account (IBA)

Internet

Intranet

LAN

Total Systems
(TSYS)

WAN

The Electronic Account Government Ledger System. EAGLS is a
secured Internet site that was introduced in November 1998 to assist
Government Agencies and Organizations in managing their charge
card programs.

A charge card account that is billed to and paid by and individual.

A matrix of networks that connects computers around the world.

A privately maintained computer network that can be accessed only by
authorized persons, especially members or employees of the
organization that owns it.

Local Area Network. A system that links together electronic office
equipment, such as computers and word processors, and forms a net
work within an office or a building.

A mainframe system for Bank of America that records and warehouses
all authorization and transaction information for government
charge cards.

Wide Area Network. A communications network that uses such devices

as telephone lines, satellite dishes, or radio waves to span a larger geo
graphic area than can be covered by a LAN.
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Using EAGLS Navigation Tools

Microsoft Internet Explorer Basics

To run EAGLS, you will need either the Microsoft Internet Explorer browser or Netscape Navigator
browser. These browsers let you access the EAGLS data from a remote computer called a server.
The browser allows you to view these remote files on your screen.

1 2 3 4 5 6
/[ [/ / / / /
G6CSUTechnical Helpdesk =—————[H

3. % @ [ =
Back rwar Refresh Favorltes Search ."\utoFlII Larger Srnaller \Print / Mail F"references ol

% Address: [:Hhttp £ fwewew gesuthd bankefarmerica. com.-" |

Illustrated below are the functions contained within the Internet Explorer toolbar:

1. Back returns you to the previous page you visited.

2. Forward returns you to the page you just came from.

3. Stop stops the browser from loading the current page.

4. Home takes you to your home page.

5. History will show you the history of pages you have visited during a
specific period of time. To revisit a page, just click on the address.

6. Print lets you make a hard copy of the current document you are viewing.

Scroll Bar lets you scroll up, down or across.
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Netscape Navigator Basics

To run EAGLS, you will need either the Netscape Navigator browser or the Microsoft Internet
Explorer browser. These browsers let you access the EAGLS data from a remote computer called
a server. The browser allows you to view these remote files on your screen.

/S 'y
O=F—F/——F———— Netscaffe:6CSUTechnifal Helpdesk————— B &

- ’ ~
- 4 (4h) » ol = (3 N
v Il

Back ] A Reload Horne, Search MNetscape Images % Security Stop

v
2 | Location :& |http F wwew gesuthd bankofamerica com £ | @Y\h’hat’s Related

[lustrated below are the functions contained within the Netscape Navigator toolbar:

1. Back returns you to the previous page you visited.

2. Forward returns you to the page you just came from.

3. Home takes you to your home page.

4. Print lets you make a hard copy of the current document you are viewing.
5. Stop stops the browser from loading the current page.

Scroll Bar lets you scroll up, down or across
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Navigation Tools

EAGLS offers a variety of navigational tools to help you work and move within EAGLS screens.
Command and function buttons, built-in links and text fields, and search screens are all designed
to help you complete tasks quickly and efficiently. Take a few minutes to familiarize yourself with
the navigational devices common to the entire EAGLS system.

Frequently used command buttons
To complete a task, you will need to make a selection or complete an action in EAGLS. In most

cases, clicking or carries out the command. The EAGLS command buttons you will
use most frequently include:

_ accepts screen data
Submit and requested action

Clear | deletes text field information

takes you back to the previous

Cancel
screen or to the EAGLS desktop

clears the screen of the data you

Feset
Eriwey have entered
DE. confirmation of previous changes
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Using EAGLS function buttons

EAGLS function buttons help you to complete a specific task, access
account or program information, or quickly select specific options
within a screen. Function buttons include:

Icon
An ICON is a small graphic that represents an application. Double §
click on an icon to open the application. The Microsoft Internet e
Explorer icon is an example. i,

ey L]

Radio Button

Radio buttons are used to select specific options. Within each

selection level, only one radio button can be selected or active at a Search For

time. When you select one button, all others within the group are & Open Accounts

automatically deselected. To select a radio button, simply click on  Closed Accounts

the button using the mouse. r All Accounts
Back

The button can be used from any screen to return to the

previous screen. It is located in the upper left corner of every = =7

EAGLS screen. When returning to a search screen, previously Back

entered information will be cleared.

Browse
The button is used to view all accounts or other system B e |
information. You simply click on the browse button, and then make
your selection from the menu provided on the pop-up screen. You
can drill down through various levels by continuing to make
selections in the pop-up screen.
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Using EAGLS function buttons

Browse Hierarchy
The [Browse Hierarchy|button is used to view

Browse Hierarchy:

an available list of hierarchies. Click on the

[Browse Hierarchy|button and make your selection from
the pop-up screen. From the Hierarchy Browse screen,
you can click one of the following buttons:

Select/ Prev Level/ Next Level/ Cancel el

Frev Level

Mext Lewvel

Cancel

Select
If the desired hierarchy is on the displayed list,
click hierarchy and then [Select]. You will be returned
to the calling page, which is now populated with the
values from the Browse.

Prev Level
If the desired hierarchy is within a previous

level displayed, click on to
return to the level and then click[Select] .

Next Level
If the desired hierarchy is within another hierarchy
level, click on the hierarchy it falls under and then

Next Level|.

Cancel
will return you to the previous launching screen.
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Moving within a screen or from one screen to another

Scroll Bar, Tab Key and Hyperlink
You may choose to use any of these devices to
help you move quickly within a screen.

Scroll Bar
The scroll bar allows you to move horizontally
and vertically through a document with a mouse
Scroll bars are located at the right and bottom
edges of a document window.

Tab Key
The tab key on your keyboard is used to move
from one text field to another when completing
multiple text fields within a single screen. You
can also use the tab key instead of the mouse to
move from one text field to another.

Jump To
Using the jump to function, you can navigate
from one section of a screen to another without
using the scroll bar. When a jump to link exists
on a screen, it will be at the top of the screen and
underlined in a different text color. To use jump
to, simply click on the section name, and you
will jump to that portion of the screen
automatically.

Hyperlink
A hyperlink enables you to navigate from
one screen to another simply by selecting the
screen you want. When links exist on a screen,
the text will be underlined and in a different text
color. Hyperlinks will usually be listed at the
bottom of the screen or on the Multiple Results
screens.

Droanizational Information
Account Halder Infarmation
Account Information

Account Statement Information
Statement Transactions

Clentral Office  Pomt of Contact
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Moving within a screen or from one screen to another

Text Fields and Drop Down Lists
When you choose a command that has options,
EAGLS displays a text field or drop down list.
These areas require you to type text or numbers
and view or change settings or options related
to the command.

Text Field
A text field is a dialog box in which you type - ————————————
information. These fields are found throughout o ———
EAGLS screens. o —
Required Field
All required fields on EAGLS screens are
designated in bold text.
Drop Down List
A drop down list consists of commands
or options that drop down from the menu " j
when selected. You can only choose Asstyice President
one selection. Exec'ice Fresident
=t Yice Fresident
Example: The EAGLS Main Menu is a “ice President

drop down list that is located on the left | officer
of every screen starting with the Welcome
to EAGLS screen.

Sort By
Sorjt by is a.drop down list that lists the sort Sort Transactions By
options available on search screens or report
screens. These sort options can be used to
customize a report format.
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Types of screens within EAGLS

Graphic Screens

A variety of graphic screens may be accessed (based on

your user profile) to easily view, setup, change or
search for specific program or account holder
information online.

EAGLS Main Menu
The EAGLS Main Menu is a drop down list
located on the left of the Welcome to EAGLS
screen. The main options are listed in this
menu. Once you click on an option, a drop
down list showing the available sub-menu
options will appear.

The "As of " date on the Main Menu indicates
the latest DEF (Data Exchange File) date.

* Data Exchange File received from processing
with the latest update information for the
database.

* User can readily determine if their transactions
been processed and updated to the system.

Search Screen
Search screens allow you to search for account
holder and program information using a variety
of selection criteria such as account number, first
and last name, social security number or
hierarchy. You can maximize or minimize your
search results by using broad
or narrow search criteria.

As Of : 04/24/2000 =
Account
Inguiry/Maintenance
Inguiry

Maintenance

Program Information

Setup

Transaction Data

User Options

Reporting Tool

0°Z wasAs JebpeT] IUSWLIBADE) JUNOIY JIU0I29|T

Search By

™ Account Mumber

™ Tast 1 are —
il Criteriz itk fast Masea:
Firul Micie
Lipd¥astl Code —
™ Eusinese Phone
118 e Corivad T T thmmetean
Intecnsizas T et
T Secial fimmwitg # - 4 trasmouwn
ety lapth [Curera Lo 5] [ Bioies Rstarcty
Level DNumber Desription/Iame
HIA AzA002 LAGLY TEPL OO0 S 11
HL2 2000001 RIS TEST OO W20 Tk
e AL EAGLS TEST 0O MOz L3
HL| 2000003 1A THS T D0 5RO 14
HLY 2000014 ENGLE AGENCT 2025002 LS
A 2000015 ELGLE AGHENCY D00 Le
HL? 20000 L EAGTE AORHOT 9025002 .7
HIZ —
Subrml Chas
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Types of screens within EAGLS

Multiple Results Screen

Use the Multiple Results screen to display Malntaln Account Information
a list of options available after performing WLITE b=, SEEirR et

a search. The list options will display as

hyperlinks. When the set of results is longer .

than one page, additional controls will allow Nume FNELIINI>

you to navigate between the results pages.

Secarmt Hmoher  [Creatral Accame TN Accmme Mame Snrial Sreonrity Mmher
T RNSO004 AT AT SHRIT TG Oa0 a0 anao

Additionally, a message will alert you
50006 AWGERLA SMRIITG {000 00 Qoo

to narrow your search Criteria in order 107436% 305000 | ANFRLA SHFRTITHG |[739 83 A549

to reduce search results. A large results T et (et

050001 FLOREMTCE SHELLIMG || 178-53-22000
message displays when >501 accounts

L0000 HEOANME SMELLING  |(000-00-0000

050006 HCDPE SHELLING 000-00-0000
would be returned from the search results.

RS0001 HEOANNE SMELLIMG  [431-11-3465%

] HIHN SMELLING 0000007
3 |#00000 HCATTLERIN SEIELLLEG |[000-00-009d

28030001 HLLE SPLELL LR T90-td-405F
= [Bnsanas [RITERT SHTTT.ING O
AT [RITERT SHTTTING O1-01-2010106

&7 [B05a005 [WATTET SHMTLITHG  |[S96 &7 472

Verification Screen

The Verification screen will appear for all setup Account Information Maintenance Verification
or maintenance actions. This screen will list the
information that has been changed and will have

Organizational Information

Wlerteal Aceonn: T SNRA0E
two options from which to choose. Clicking the |/ b CORD TS L ACCL 90208
. . . el Aovound Hapubax S4B6 LE00MOLL LS
@ button will accept the current information and Dackeotop
will allow you to proceed to the Confirmation i
screen. Clicking the|Revise|button will return you [ Accom Name TESTTEST
. Address L ATIONEEAME
to the maintenance or setup screen that you A 7 bt COMMER CTAT, FLAGE 15T FLOOR
previously chose. Pinsiid
City HORFCILE
State Trovmer A
Comntry Uy
Zip/FPostal Code 23501
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Types fo screens within EAGLS

Confirmation Screen

The Confirmation screen will display for all setup
or maintenance actions. The screen will display a
message that the maintenance has been performed.
The only button on this screen is the button.
Clicking the[OK]button will return you to the main
screen for the next action.

Maintain Account Information:
Confirmation

Ay TONRRSNE . WOV UL L BF WO, .9
TEST TEST
ugrontided with e Folvwmy Heere clry shucluee

Program Fumber 1000000

. . Level Number Dlescrption/T ame

For Malqtenance and Setup screens, the hyperlinks e e Teer o o
may be listed on the Confirmation screen as a next HLZ
. . Al
tep in the process. If you do not receive a o
confirmation screen, your request was not B
HL&
processed and you should repeat the procedure. —
HILR

Arcennt Tnquirghaintenance

Error Screens
Three common error screens include: General Error,

Copyright % 1929 Bunls of dmerica, 194 (USA) Al pizhts reserved.

No Results Found, and Session Unavailable.

General Error
The General Error screen displays a simple
message stating the function did not complete
successfully. Click[OK]when a General Error
screen is displayed.

Microsoft Internet Explorer [ <]

& The request you have submitted has missing or invalid information,
Flease return to the request screen and cormect the following...

Mo Criteria Selected

No Results Found

The No Results screen displays a standard message
to inform you that no data exists for your search
criteria. You will need to modify your search
criteria to yield results.

Information
No Data Found for Your Query

Search Criteria
Acconnt Status Opcn
Name SHT*

Mo renults were tawnd for tns miery

Figvise Search

Coppaighi 9 L9 Bank ol dusecira, NA (US AR AU sighis semaved
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Types of screens within EAGLS

Session Unavailable
The Session Unavailable screen informs you
that EAGLS is currently unavailable because
the system has timed out.

System Access
Sesslon Unavallable

Vo eorrenl EAGTA session hns tned ol
Tlease retum o the Logen Screen to reenter the system

Cungprighet ® 134 Runil al Auwerics, N (RS AL AT sighty nescrl

@ Important Note:

€rror message.

The EAGLS system will display an error message for password violations and
incorrectly completed data fields. Error messages may appear as: error screens
or a pop up text box. Simply follow the instructions included as part of the
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Logging On and Off EAGLS

Description The Logon function gives an authorized user access to EAGLS. You may
perform functions within your span of control while using EAGLS. The
Logoft function ensures that you exit the system properly and maintains the
security of your access.

What you will * User ID

need before * Password

you begin

In this lesson How to:

you will learn

* Log on to EAGLS
* Change your password from the default password
* Log off of EAGLS

Situations where
you may use
this function

* You will need to log on and off of EAGLS each time you use the system.

The screens you
will use in
this lesson

* EAGLS System Logon

* EAGLS Main Menu

* Change Password

* Change Password Confirmation

* EAGLS System Logoff Verification

* EAGLS System Logoff Confirmation

Available
hyperlinks

Not applicable
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’f@} What You Need to Know:

* Before logging onto EAGLS you should clear your Cache in Netscape
or Internet Explorer. This will clear any code saved from previous
versions of EAGLS.

» The User ID is not "case-sensitive." For example, you may enter either ‘IRWINS’
or ‘irwin5’.

* You are automatically directed to the Change Password function during
initial logon.

* The Password:
+ is case-sensitive and must be entered exactly as defined
« must be 5-8 alphanumeric characters with the first character
as an alpha character
< must not match the nine previous passwords

IMPORTANT: Three invalid logon attempts will lock you out of the system. Contact the
Technical Helpdesk at 1.888.317.2077 for password reset.

* Password Expiration:
< Every 84 days
+« System prompt to change password seven days prior to expiration
+ Automatically directed to Change Password function if not changed
by the 84th day

Key Terms
Password A case-sensitive, five to eight characters, alphanumeric word which allows
a registered user access to EAGLS.
User ID The identity of a registered EAGLS user. This is usually some combination

of your first and last name that may contain a number.
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Follow these steps to Log On to EAGLS:

Step 1
ACTION

Type the EAGLS Web site address in the
Address field at the top of your screen and press

the Enter key.
(www.gov-eagls.bankofamerica.com).

RESULT

The Warning screen displays.

Step 2
ACTION
Click[Continue]

RESULT

The EAGLS System Logon screen displays.

Step 3
ACTION

Click in the User ID field and type in your

User ID.
RESULT

The User ID displays.

Step 4

ACTION

Tab to the Password field and type in
your password.

Note: The[Clear] button should be used
in the event of a typing error.

RESULT

In the Password field, asterisks display
as a security measure.

FRRAJEY . imar s is b et

WARNING!

EAGLE Syxtem Logan

EAGLS System Logon

Please Enter Your User ID and Password

User D el

PBSSWDI'UI
Sunmwll Clear I

EAGLS System Logon

Please Enter Your User ID and Password

User|Dr 2l

Password l"'Tﬁ
G |
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Follow these steps to Log On to EAGLS:

Step 5

ACTION

Click [Submit|.

RESULT
The EAGLS Main Menu screen displays.

Note: The Change Password function
will automatically display if this is your initial
logon. (Go to the Changing your Password at

Initial Sign on — Lesson #2 of this chapter)
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Follow these steps to Log Off of EAGLS:

Step 1
ACTION
Click Log Off from the EAGLS Main Menu

RESULT

The EAGLS System Logoff Verification screen
displays, asking "Do you want to end the current

EAGLS session?"

Step 2
ACTION

Click[OK] .

RESULT
The EAGLS System Logoff Confirmation
screen displays.
Step 3
ACTION
Click|Close Application].

RESULT

Depending on the browser, a pop-up window

displays, asking one of the following questions:

Internet Explorer: "The Web page you are
viewing is trying to close the window. Do you
want to close this window?"

3a. Click[Yed o{Nol.

Netscape Navigator: "Close Window?"

3b. Click[OK] or[Cancel].

The application is closed.

EAGLS System Logoff
Verlflcation

Do you want to end the current EAGLS sesslon ?

3 Cancal l

EAGLS System Logoff
Confirmation

Thank you for using EAGLS.

Clasae Application I

EAGLS System Logoff
Confirmation

Thank you for using EAGLS.

Clase Application I

\F:) Thr ik poon g e viowing b 1ing tn cdne the virde
Tiyris ek i eear this winchu?

r“ﬁr_'_fl Nu I

EAGLS System Logoff
Conflrmation

Thank you for using EAGLS.
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IE=XEN Changing Your Password
at Initial Sign-on

Description The password maintains the security of your access. The password will
be changed at initial logon, allowing you to select a unique password.

What you will * User ID

need before * Password

you begin

In this lesson * How to change your password at initial sign-on

you will learn

Situations where * You will need to enter a password to access EAGLS. You will be
you may use prompted to change your password the first time you log on to EAGLS.
this function

The screens you * EAGLS Main Menu
* Change Password

will use in ch P 4 Verificati
this lesson * Change Password Verification

* Change Password Confirmation
Available Not applicable
hyperlinks

’f@} What You Need to Know:

* The Password:
< is case-sensitive and must be entered exactly as defined
+« must be 5-8 alphanumeric characters with the first character
as an alpha character
< must contain at least one alpha character and one numeric character
< must not match the nine previous passwords
* Password Expiration:
« Every 84 days
+« You will receive a system prompt to change password seven days
prior to expiration
+« You will be automatically directed to Change Password function
if not changed by the 84th day.
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Key Terms

Initial Logon Password A password allowing a registered user access
to EAGLS. You will be prompted to change

the password immediately.
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Follow these steps to change your password

at initial sign-on:

Step 1
ACTION

For initial logon, the Change Password screen
displays automatically. For all other password
changes, see Chapter 2, User Options,
Lesson 6.

RESULT

The Change Password screen displays.

Step 2
ACTION
Click on the Enter Old Password field
and type in the initial logon password.
RESULT

Asterisks display as a security measure.

Step 3
ACTION

Tab to the New Password field and type
in the new password.

Note: Password must:

% contain at least one alpha character
and one numeric character

% first character must be an
alpha character

% be 5-8 characters in length

RESULT

Asterisks display as a security measure.

Change Password

Eeiler Old Password

Earer How V'assword| |

Te-Enter New Cassword

Bubmitl Cleor I Concel I

Change Password

Frttar (1 Pansmsard o

Faler Hew Pasgworad |

Re-Enter New Password |
Gzar | | Goneel |

Change Password

Enler Ol Passweond [~~~

Fritrr M Pazsarond <]

Te-Enter New Password |

L,'qull L‘ulluull
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Follow these steps to change your password

at initial sign-on:

Step 4
ACTION

Tab to the Re-Enter New Password field
and type in the new password for verification.

RESULT

Asterisks display as a security measure.

Step 5
ACTION

Click [Submit|.

RESULT

The Change Password Confirmation
screen displays.

Step 6
ACTION

Click[OK].
RESULT

The EAGLS Main Menu screen displays.

Change Password

Fntrr Old Tasmwrord| [

Ender Hew Pazsword

Re-Enter New Pnsxwmd| i

Cluml Uunusll

Change Password
Confirmation

Your p ol has heen Fully rt

o]

Wektawics
il
.
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IE=XXEl Using the Search Function

Description The Search function allows you to navigate throughout EAGLS by
selecting criteria specific to your needs. A search screen precedes almost
every EAGLS function. This lesson provides an overview of the criteria
that are common to many of the search functions within EAGLS. The
steps listed in the procedure can be utilized throughout EAGLS. Utilizing
these common steps will maximize the accuracy of your search results.

What you will * User ID

need before * Password

you begin

In this lesson * How to use the Search function to locate specific information concerning
you will learn account holders. You may search by account number, account name,

social security number, wild card search, or hierarchy level.

Situations where * You need to search for an account holder's account to modify
you may use account information.

this function

The screens you  * EAGLS Main Menu

will use in  Various Search Screens within EAGLS
this lesson

Available Not applicable

hyperlinks
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’f@} What You Need to Know:

* A Search Result Screen will display a list of accounts when there are multiple
search results. Click on the desired account number to make a selection.

* The search screen will display with the user’s default hierarchy:.

* For most search screens, the user will have the ability to select several search criteria to
perform a particular search.

» A wildcard search can not be used in conjunction with any other wildcard search. Only one
wildcard field per search is allowed.

* You may use the Submit or Clear buttons at the top or at the bottom of the screen.

» Account holders will not receive search screens except when searching for a statement.

Search By Options:

These Search By options are from the Account Inquiry/Maintenance function.

Account Number — This field supercedes any other search criteria entered within this screen.
The A/OPC may enter other fields within the screen, however, since this is a unique field all
other criteria will not be used.

Last Name — This field will permit a wildcard search. The A/OPC must enter at least the first
two characters in the field followed by an asterisk (*). (Only on Account Inquiry/Maintenance)

Optional Criteria / First Name — This field is optional. If used, it must be used in
conjunction with a last name search. It allows a wildcard search by entering at least two
characters followed by an asterisk (*) and by entering the entire last name.

Optional Criteria / Zip/Postal Code - This field is optional. If used, it must be used in
conjunction with a last name search. It allows a wildcard search by entering at least two
numeric characters followed by an asterisk (*) and by entering the entire last name.

Note: Partial searches take longer to complete than exact searches.

Business Phone Number - This field allows the A/OPC to search by the account holder’s
phone number. All fields must be populated. (Only on Account Inquiry/Maintenance)

Social Security # - This field allows the A/OPC to search by the account holder’s social
security number. All fields must be populated. (Only on Account Inquiry/Maintenance)
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Xf@} What You Need to Know:

Searching by Hierarchy - The Search function in EAGLS allows you to browse
through a list of agencies using a 40 character-length field for the agency name.
* The browse functionality pulls in the agency names associated with
the hierarchy level within your span of control and lists them in
a pop-up window.
* As you browse and select an agency, you may continue moving to and through
the next levels and make additional selections by continuing to drill down
through the hierarchy levels.

Other search options you may find:

* Agency Name
* Vehicle Account

* Central Account Name
* Central Account ID

Key Terms
Account Number

Default Hierarchy Level

Hierarchy

Hierarchy Depth

Next Level

Previous Level

Span of Control

A sixteen-digit charge card number. Visa accounts start with 4486
and MasterCard accounts start with 5568.

The highest level of hierarchical access assigned to
an A/OPC. This level will pre-fill in any search screen.

An organizational structure within EAGLS. The hierarchy
structure allows agencies and organizations to create an
eight-tiered chain of command. See the hierarchy description in
the Introduction of this guide.

A quick search that allows you to search multiple levels of
hierarchy below the default hierarchy level. This feature of
EAGLS allows you to search for accounts throughout your
span of control.

This button allows you to view all the available hierarchy nodes
below a hierarchy you are browsing. For example, if you are
starting from an HL3, the Next Level button will display all
available HL4 nodes within your span of control.

This button allows you to view all the available hierarchy nodes
above a hierarchy you are browsing. For example, if you are
starting from an HL4, the Previous Level button will display all
available HL3 nodes within your span of control.

All hierarchies that have been created under your default
hierarchy level.
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Follow these steps to use the Search function:

Step 1

ACTION

Search By
™ Arrount Mormber I—
Click on the appropriate Search By option from any | r v I —
EAGLS search screen. e
ZipfPostal Code
RESULT ™ Duslness Phons
14wz Camemida T T rameoss
Search By options and results include: 2 “‘"‘“‘:"”‘"‘ , I_I - geeaeil,
Fonsizel Bemurily o (Humem: Unly)
Account Number ) - I Firnarehy Tiepdh Im Dvowsa | lisrarchy
Note: When using a Search By option other St
than account number, multiple search results
. . Level TNuraber DrescriptionTanve
may display. Click on the account number o |
of the account that you want to access. 1 [
Last Name ﬁllj :
* First Name: (optional field used in ms —
conjunction with a search by last name) L !
* Zip/Postal code: (optional field used in ; :_
conjunction with a search by last name)
. S\lbmii Cleor I
Business Phone
* US or Canada
* International
Social Security Number
Hierarchy Depth
*[Browse Hierarchy
Step 2
ACT|ON "3 Pluaze §ulsil o Hiviaishy Luvel - Micissult Inburmt Explure
Type in Hierarchy Level(s) and go to Step 4. LEPARTNANT OF DR
OR :ZP‘:I,_F!I;JFNTGFWF. ATR FUOIRCE.
Click|Browse Hierarchy|to view a level below Available Hisrarchiss

your hierarchy level and go to Step 3.
Note: The search screen will display with the
users default hierarchy.

RESULT

Available hierarchies appear listing hierarchy oiml| Eaan ]
descriptions and agency names.
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Follow these steps to use the Search function:

Step 3
ACTION

Select the desired levels and click .

RESULT

The original search screen displays with
the selected Hierarchy Number and
Description/Name fields.

Step 4

ACTION
Click[Submit].

RESULT
The search results display.

OR
Click to restore all fields back
to the original values.

Luvel Mumbur DeseriptivnNume
HIA nRRN? DEVARTMENTTIE DEFEBSE

HL: annni- (bl B IR BB O THE ALE FORCE
1.3 A2 | (HOAFRC

w4 [aazzzz | (|10 ALR FRG
HLA [nnnnnn
LA [annnnan
w7 [nnnnnan
LR [nnnnai
Submit I Llear
PRESTON ELWARD CigssieBurel i
Arcounl ELdemunl Infurrrailivn
Rt | [ - .

Account Inquiry/Maintenance

ﬂ‘;ﬂ!!‘d!ﬂfﬂﬁﬂ Information
Cotral Avcount 11D 0002

Ceotrel Arcount M eme ULT-HOAFELS
| odenl a.h:uoul :N.'m.bu
Tark tn tap
Account Holder Information
\Arcamt Tame ] [prraTon [Frwiarn
|Address L COMMENCIAL ML ATH FL
Al 2 | T
A ddress 3 |
4 ddrees 4 [
Uity et v
Stataflrovince E_
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Chapter 2

User Options:
Working with User Profiles

Using the User Options Function

Overview The User Options function allows you to create user profiles and
the criteria associated with them. The user profile defines the access to
data and functions that a user can perform in EAGLS. The ability to
change criteria associated with a profile allows greater access and
functionality for the user.

In this chapter How to:
you will learn + Change an Account

* Change Role

* Change Hierarchy

* Change Password

* Create or Modify a User Profile

* Develop and Maintain a Favorite List

For more information on User Profiles, refer to the Authorized Users
of EAGLS section in the Welcome to EAGLS chapter.

Lesson 1: Creating a User Profile-Gaining Access to EAGLS
Lesson 2: Modifying a User Profile

Lesson 3: Changing Accounts

Lesson 4: Changing User Roles

Lesson 5: Changing Hierarchies

Lesson 6: Changing Your Password

Lesson 7: Creating and Maintaining Your Favorites List

Benefits and « Changing your user role and hierarchies within your span of control
advantages roles will give you additional access and functionality in EAGLS.

* Provides the ability to change your password on demand and in
real-time.

* Provides the ability to create profiles online for an alternate A/OPC
or account holder within your span of control.
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Creating a User Profile -
Gaining Access to EAGLS

Description

A/OPCs have access to the Create User Profile functionality. A User
Profile defines the accessibility to screens, accounts and functions that
you can perform in EAGLS. You can utilize this function to allow an
alternate A/OPC or account holder online access to his/her account.

What you will
need before
you begin

* For A/OPC — Account name and hierarchy
* For account holder — Account number and account name

In this lesson
you will learn

» How to assign a user role to an alternate A/OPC or account holder in
order to provide him/her online access through EAGLS.

Situations where
you may use
this function

* You have an alternate A/OPC or an account holder you wish
to give EAGLS access.

The screens
you will use in
this lesson

* EAGLS Main Menu

* Create User Profile Search

* User Profile Setup User Information

* User Profile Setup Search Results

* User Profile Setup Add Default Account Number

* User Profile Setup Add Default Hierarchy and Program Type
* User Profile Setup Role Information

* User Profile Setup Confirmation

Available
hyperlinks

Not applicable
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@3‘ What You Need to Know:

* This function allows you to establish a User Profile in EAGLS. It does not create
a transaction account. This function is agency dependant.

* You can access Create User Profile from the EAGLS Main Menu or from the
User Profile Setup hyperlink in Account Setup.

» User Status Code is either Active or Inactive. Inactive status will not allow
the user to log on to EAGLS.

* Reports access is not available to the account holder role.

* A “default role” must be assigned to the user profile when creating it. This is the role,
such as A/OPC, that will be assigned to the user each time s/he logs onto the system.

» Multiple user roles can be assigned to each User Profile. For example, a user profile

could have an A/OPC role and an account holder role.

* Once a User Profile has been set up, it is submitted to GCSU for processing
within 24 hours. You can check the status of your request by accessing the
Queued Requests function within Maintenance.

Key Terms

A/OPC

Account Holder

AO/RO

DBO

Fleet Card
Integrated Card
Program Type
Purchase Card

Role
TDO

Travel Card

Agency/ Organization Program Coordinator. This person is
responsible for the management of the card program.

Person who has been assigned a government charge card.
For IBA transactions, this person is responsible for the payment
of the charges.

Approving Official/ Reviewing Official. These are roles that allow an
EAGLS user to review specific transaction data. The roles are restricted
from maintaining accounts.

Designated Billing Officer. A person and location where CBA
transactions are invoiced, reviewed, and paid.

A charge card that is used solely for the purpose of Government
fleet fueling and maintenance.

A charge card designed to streamline all agency purchasing processes,
incorporating three business lines including purchase, travel, and fleet.

Purchase, Travel, Fleet or Integrated programs selected
for use by the Government.

A charge card used to make government-related purchases that are
directly billed to and paid in full by the agency or organization.

Responsibility title such as A/OPC or account holder.

Transaction Dispute Officer. A person and location where CBA
transactions are reviewed for disputes.

A charge card that is used solely for the purpose of purchasing
Government travel-related goods and services.
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Follow these steps to create a User Profile:

Step 1

ACTION
Click on User Options from the EAGLS
Main Menu . EA G i S
RESULT —————
The available options within User o
Options display.
Note: If hyperlinking from Account Setup,
you will go directly to User Profile Setup
Search screen.
Step 2
ACTION Create User Proflle
Search
Click on Create User Profile. e
O vicrng o vix ehe Lot et
.- o0 T
RESULT Suibird | [ e |
The Create User Profile Search i "
screen displays. =
I Mheksd TR [ e 5] ]
Step 3 B
ACTION s { e .
Click on the Account Number field and type in T T S L
the account number.

Other Search By options:
* Last Name/First Name
* Hierarchy Depth

RESULT

The account number displays.
When using other Search By options, multiple

search results may display. You will need
to select the account you want to view.
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Follow these steps to create a User Profile:

Step 4

ACTION User Profile Setup

Confirmation

Click[Submit]

Vour Teiz Tyl Cos huobgvpelhs e b subanallod Lo L GOSTT Wak, Qo foa sppaonel

RESULT L3

If a User Profile does not exist for the search
criteria entered, the User Profile Setup User
Information screen displays.

If a User Profile exists that matches the

selectioncriteria, the User Profile Setup Search
Results screen displays.

Step 5

ACT'ON User Proflle Setup

Confirmation

Click in the bold text fields and provide the _
required information. Fields not bolded Four Teva Profle Gon bbb hees bova submatliod Lo th: GOSTT Weak Qe foa sppraved
are optional. 0%

* Last Name

* First Name
* User ID

» User Status
* Default Role

Note: When creating a User ID, the User ID
should be 6-8 alphanumeric characters. For
example, APPLEOI.

RESULT

The last name, first name, user 1D, user status,
and default role display.
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Follow these steps to create a User Profile:

Step 6

ACTION User Profile Setup
Add Default Account Number

Click .

RESULT Account Number

Name: HEDGEFEIH

Depending on the role selected, the User Profile ;=™ 270

Setup Add Default Account Number screen Accout Number [

displays or the User Profile Setup FoiBinin || A Areruntbimins
Add Default Hierarchy and Program Type

screen displays.

If the User Profile Setup Add Default
Hierarchy and Program Type screen is
displayed, go to Steps 11-16. This would occur
if you were setting up a User Profile for a user
with an A/OPC role. The A/OPC role is tied to
a hierarchy, not an account number.

Step 7

ACTION User Proflle Setup

Lo . Add Default A t Numb
Click in the Account Number field and type in el
the default account number associated with the

account holder profile. If additional account Account Number
. . Tame: HEDGEFETH
numbers are associated, click User ID: HEDGED
. Tole: OLT AT
IAdd Account Numberl and type n the Acemmt Numher Eﬁnmﬁnnnnnnnnnrq

account number.
RESU LT End Ralc | Acld Account Mumber

The Account Number displays.

Step 8

ACTION User Proflle Setup
Role Information
Click [End Role|.
RES U LT ‘1he tolbownng |lacr Proble wtormation wae corered tor HEDEGEPETH
The User Profile Setup Role Information GEE  HDERE

Heparts Arcess: i
Flease note hat Reports Accasz 12 not gravted o User [Ds with only Accoeont Iilder Noles

screen displays for verification.

Ruale Mamr [
Ruabe Aliribuiris)  |[Foris chyFropmm Type
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Follow these steps to create a User Profile:

Step 9

ACTION User Profile Setup

Confirmation
Click|Finished|. =
Tour Ty Trofile Coa bl huos b submelod Lo the BOSTT Wiak Quvue o spproved

Note: To assign an additional role, [0k ]

click )

RESULT

The User Profile Setup Confirmation
screen displays.

Step 10

ACTION Create User Profile
. Search
Click .
RESULT e Bt e o we s et
Ex: Entering Jo ™" ins the Last Name field
will find last names such as Jones'and ‘Johnson'
The Create User Profile Search Note: Partial searches take longer to complete than exact searches.
screen displays. The account holder profile St | Clew |
is completed. SearchBy
™ Account Number
I~ Last Name
If creating a User Profile for an A/OPC, Crmd Cragmi
. . 1rst Mame
DBO, or TDO role, continue with Steps 11-16. I SHirarchy Depth oo B D
You must have access to the hierarchies
. . Level Number Description/Name
belng a551gned. HL1 9025002 EAGLS TEST CO 9025002 L1

Step 11

ACTION
Click in the Hierarchy field and select a
. . . Level Number DescripionIame
h%erarchy from the Available Hierarchy 5 | T mm‘;zf':b. T
dlalog box. AL | [einnnng DEPARTIMENT OF THE AR FURCE
HL: [ro4z172 HO AFRE
RESU LT Im4 [404m022 10 ATR PRI
. . . s
The hierarchy Number fields will populate with = :zzzzzzz
the selected hierarchies and descriptions. HU/ || [oooon;
HLE IDUUUUEIEI
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Follow these steps to create a User Profile:

Step 12
ACTION

Click on the appropriate program type from the
Program Type box.

RESULT

The selected program type will be highlighted.

Step 13
ACTION

Click|Add Hierarchy/PT]. If it is necessary to
add additional hierarchies and program types to
a User Profile. Repeat Steps 11-13 until you
have added all appropriate hierarchies and
program types.

RESULT

The User Profile Setup Add Default
Hierarchy and Program Type
screen displays.

Step 14
ACTION

Click|End Role|.

RESULT

The User Profile Setup Role Information
screen displays.

Select multiple Program Tapes by halding Jover the TTRL key ond selecting mnltiple itemz.
Deselect itemes by holding dovr the CTEL and elicking on selection.

Frogram Type [Mz=t

|InlerT:|gancy
Furchass

User Proflle Setup
Add Default Hierarchy and Program Type

Hizrarchy | Program Type
T TRE HAILES
Do W): TREIDCMA

Blode: S FOR ME

Hersascdy [[LRWAR

Tovul Timmbnr Thusraptine T amm

User Proflle Setup
Role Information

“Lhe followmng Llscr U'rolilc wtvemahen was catored tor HEDECEFETH

Tame: TTLRCORPRTTT

Tlxer TH: HEDFRAZ

Reporis Access: Vs

Mty veiles Mol Ricparl Auwwcia i smal gorvarsbed fen Ufamer S1 weis carsly Acsemardl Hideder By

Rale Name AnPC
Rale Attribute(s)  Fieran iy Progm Type
Minarchy 1000000307002 20000011471 72-4043322-0-0.0-0

[Propram Lype  [lravel

st | Foshed | e |
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Follow these steps to create a User Profile:

Step 15
ACTION

Click [Finished].
RESULT

The User Profile Setup Confirmation
screen displays.

Step 16
ACTION

Click[OK].
RESULT

The Create User Profile Search screen displays.

User Profile Setup
Conflrmation

¥an hiree sarcasatilly mbmtted Lser Profile dats for HAMECGIEPIZTTT
Th chslez susees (AT esaes) [ve EEDGEDZ is @EATLESOB.

|

Create User Profile
Search

To perform porticd neme searcher on non wumeric Aelds,
enisr pervial seured criteria fodlowed By ar asterish 7L
&c; Evesering Vo =" in pha Lase Namss field
widf finnd bt reeomas sl ax Unmac and Wokmeon
Noatiz: Parttad sroredues teke bengir tn enmplite thaan srae awnebrs.

Ruhmi Tlaar

Search By

I Accensr Husber —

I Tact Fane -
Eptiomt Critaria witk ot Nasse:
Firel Mo

™ Lierarchy Deggh IDml:uIIl:w:I -I Bruwrse Hignarcry I

Level Number Lrezcription/[N amve

.1 025007 EAGLE TESL Q0 9025002 L1
HLZ 200000 1 TADTE TRST (0 9425002 7.2
s 200000 EAGLE TEST CO 5025002 L3
HIA 2000003 EAGLE N0 9029002 1.4
HLY 2000014 EAGLS AGENCY RO25002 15
s 2000015 EAGLY AGEMCY BUEL002 L
HL? 2000016 TACES AGTHMOY 25002 T.T
me |
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Modifying a User Profile

Description Certain criteria associated with a user profile may be modified.
The user role may be modified by status, hierarchy level/program type
and account number.

What you will * For A/OPC — Account name and hierarchy

need before * For account holder — Account number and account name

you begin

In this lesson * How to modify an alternate A/OPC or account holder’s user role to
you will learn enable access to other related account functions.

Situations where * You want to add the role of an account holder to an alternate A/OPC’s
User Profile so that s/he will have access to account functions relative to

Oou may use
y y that specific role.

this function

The screens * EAGLS Main Menu
you will use in * Modify User Profile Search
this lesson * User Profile Maintenance Roles

* User Profile Maintenance Edit Hierarchy/Program Type
* User Profile Maintenance Edit Account Number

* User Profile Maintenance Delete Role

 User Profile Maintenance Add Account

* User Profile Maintenance Add Hierarchy/Program Type

Available Not applicable
hyperlinks

{@} What You Need to Know:

* You can access Modify User Profile from the User Options menu.
» Reports access is not available to account holer roles

« User Status code is either Active or Inactive. Inactive status will not allow
the user to log on to EAGLS.

» Multiple user roles can be assigned to each User Profile.

* This function is agency dependant.
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Key Terms

A/OPC Agency/ Organization Program Coordinator. This person is responsible
for the management of the card program.

Account Holder Person who has been assigned a government charge card.

For IBA transactions, this person is responsible for the payment
of the charges.

AO/RO Approving Official/ Reviewing Official. These are roles that allow an
EAGLS user to review specific transaction data. The roles are restricted
from maintaining accounts.

DBO Designated Billing Officer. A person and location where CBA
transactions are invoiced, reviewed, and paid.

Fleet Card A charge card that is used solely for the purpose of Government
fleet fueling and maintenance.

Integrated Card A charge card designed to streamline all agency purchasing processes,
incorporating three business lines, including travel, purchase, and fleet.

Program Type Purchase, Travel, Fleet or Integrated programs selected
for use by the Government.

TDO Transaction Dispute Officer. A person and location where CBA
transactions are reviewed for disputes.

Travel Card A charge card that is used solely for the purpose of purchasing

Government travel-related goods and services.
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Follow these steps to Modify a User Profile:

Step 1
ACTION

Click on User Options from the EAGLS

Main Menu .

RESULT

The available functions within
User Options display.

Step 2
ACTION
Click on Modify User Profile

RESULT

The Modify User Profile Search

screen displays.

Step 3
ACTION

Click on one of the Search By options and type

in the criteria:

e Account Number
e User ID

e Last Name/First Name

* Hierarchy Depth
RESULT
The Search By option displays.

ek ot Amarica =
Vo 73
-]

Meodify User Profile
Search

T i an man ? 3
enter partial searchs critevia followod by am astoriss ™™
Ex: Endering Jo ™' in the Last Nowe eld
il find Lart msms s ax Jamae’ snd Unkooow!.

MNate: Pareial tanger i
Subeeit | | chr |
Secarch By
I Awvowm Muzbe
I Uar I —
I Tt Hame —
Uptiomal Criterta with Lact Mawe:
IFwst Manw
I Haeniocy Depl Tmarttanoe 2] |IARA AR |
Level Humber Devaziplion/Name
HL1 WB0UE
JITE

g
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Follow these steps to Modify a User Profile:
Step 4

ACTION User Proflle Malntenance
. . Roles
Click|{Submit|.
Role
Firat M ame
RESULT 1.ast Name HEWGHERTH
Tlser T HRMGRO L
. Defaull Rale W1AH
The Use.r Profile Maintenance Roles -
screen dl Splays . Fleazs note that Reparts Ancers 12 not gravsted b User 10 wath coslj Ancceois [olsfer Roles
Heparts Arcess L] 'I
Stalies [mimclna 5]

Determine the type of maintenance that needs to — -
be performed from the options available at the ‘*‘“““
bottom of the screen. The following functions

can be performed:
* Reports Access — Provides access to the
Reporting Tool; not available to account

SetDerait | [Ediinicle | [ Deleerole | [AddrioE|

Conusl I

holder roles
* Status — changes status of User
Profile. Go to Step 5.

*|Set Default|— changes the default

role. Go to Step 6.

+|Edit Role[— edits the properties

associated with role. Go to Step 7.

*|Delete Role|— deletes the selected

role. Go to Step 8.

*|Add Role|— adds a new role

to the profile. Go to Step 9.

Step 5

ACTION User Profile Maintenance
. Roles
Click on the Status drop down box [¥]
and select the new value, if you want to » -
ole
change the status of a User Profile. Tirst Name
Lt INaume HEDSEFETH
RESULT Tiser 1D HENGEDT
Diefanlt Role 10141
Reports Cluster Name EEACLIS0A

The selected Status displays in the
drop down box.

Flusss suile thal Rigrrmts Arvess i sl gramied fo Ussr IDs with unly Acvount Holilur Rl

Reports Access IYes TI
Status |acve E]

Cwrrent Roles |lU1.n.H
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Follow these steps to Modify a User Profile:

Step 6
ACTION

Click on the role within the Current Roles list

box and click|Set Defaultif you want to change

the default role.
RESULT

The User Profile Maintenance Roles
screen displays.

Step 7
ACTION

Select a role from the Current Roles box and
click|Edit Role|if you want to edit a role.

RESULT

The User Profile Maintenance Edit
Hierarchy/PT (Program Type) screen
displays. The following options display.
Set Defaultl

[Add HL/PT]

Add PT I

Delete HLZPT|
*|Delete PT

Note: If editing an account holder role,
the User Profile Maintenance Edit
Account Number screen displays with
the following options:

[Set Default]

Delete Account Number|

[ Add Account Number ]

To perform an edit, click on one of the available
options. The requested edits are reflected in the
User Profile Maintenance Edit Hierarchy/
Program Type screen (or the User Profile
Maintenance Edit Account Number

screen displays).

User Proflle Malntenance

Roles

Role

Yirst Name

Last Name HHEIGHEKI'H

Thawe T FRTGRI|

Defaull Role l0lAH

Reports Cluster Name

Ileiza moke that Reparts Anvess 13 not granted ho User I8 wath ool Ancoeott Moldar Roles
Heparts Access Hn =]

Shalue [mirndna: B

Curent Roles U1 |

AL
ZetDefot | Edilole |  Deletefole | | Addoke
Grsl
User Profile Maintenance
Roles

Role

Tirst ame

Last Naune HEDGEEETH

liger 113 HEDCGEM

Defalt Role 1014H

Reports Cluster Name (EEAGLESUA

Fleas ool hiad Bgrumis Avssa sl grabod f Usar IDu wih wnly Acvount Bolder Fulss

Reports Access ves B
Status = |

Cwrent Roles 1174

Seibeimit | [LdfRsie’| | DelstaFioie | [TAddiaia
Coneal |

User Profile Maintenance

Roles
Role
Tirst Wane
Last Name EEDGEPETH
Tger 11} HENGHENT
Defanlt Rale 10141
Reparts Cluster Name EEACGLSS0A
Plesuse sl thial Bagrorla Ao is sool grawiod (v Ueer IDs with undy Aecount Bolder Ruise
Reports Access [res ]
Status Jacve E

Cwrrent Roles |'IU'IAH

SalDelouk_|| [ Ldirisle | | DelssFeis | [AddRsis |
toncel
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Follow these steps to Modify a User Profile:

Step 8
ACTION

Click on a role in the Current Roles box

and click|Delete Role|to delete a role from

a User Profile.

RESULT

The User Profile Maintenance Delete Role
screen displays. Go to Step 9.

Step 9
ACTION

Click|Add Role|and enter the new role in the
text box or use|Browse|to select a role.

RESULT

The User Profile Maintenance Add Role
screen displays.

Step 10
ACTION

Click [Continue].
RESULT

The User Profile Add Hierarchy/Program Type

screen displays.

User Profile Maintenance
Delete Roles

The following role(s) will be delsted This operation can wat be undane

Role Name ACPC
Raole Allnbule(s) Hiet i chyFrouman Type
Her by
Frogram Type Trawel
ﬂ Cancsl I
User Profile Maintenance
Add Role
Rols
First Name
Last Name TEDVSEFETIT
User ID HEDVGED L
New Rule [ioos0 _Rinws= |

HiararchylFrogram Typa

Firsl Name

Lasi Name [HEDWGEPETH
User ID [HEDIED L
Rule LOIDEO

Default Iherarchy w

Tevel Mumher Treseription Tame
HI.1 BN

HIL> 2000004

HLY 04317

L4 |

HLY [

s |

HLY |

=3 —

Ealoe weitipde Progron Tipar by Aolding dman thn CTRT oy and oolecting waritipls it
Dheselect ftemis by holding dovm tie CTRE and clicking on selection.

Program Type Trzel

Purctiae
Flest
Inib=grehed
Interagency

Erd Hule Aubd HisiarotegE |
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Follow these steps to Modify a User Profile:

Step 11
ACTION

Click|End Role[after completing the requested

information on the screen.

RESULT

The User Profile Maintenance Role
Information screen displays.

Step 12
ACTION

Click .

RESULT

The User Profile Maintenance Roles
screen displays.

Step 13
ACTION
Click [Cancel]

RESULT

The User Profile Maintenance Search
screen displays.

User Profile Maintenance
Role Information

The: Lolowig: new Felels) mlvrmalion wis solezed be be added ke e Tier Preble fr

JIEDGETETID
ll‘irst Name
[Last Name HED/GEPETE
[Uzer ID HEDGENL
[Role Mame 101DG0
Haolr Arribute(s) Hirrarrha Propram T'ppe
e by 1000000-3050002- 2000 004- 30421 T2-0-0-
Froyramn Type [Teawvd
Crrioul I
User Proflle Malntenance
Roles
Role
Firat Name
Last Name HEIHEEH
e TD HENGRO |
Delaull Rale 10LAH
Reparts Cluster Name
Tleaizs sacbe Haat Meports Ancesr 12 wot gravsed b Urer J08 wath codpr Ancoasst Tialder Dinlez
Heparts Aecess Ho =]
Stalis e |
Curent Roles UTA
AL
ZetDefatt | | Ediifiole | | Delstzfole | [AddRsie |
Canul |
Meodify User Profile
Search
T i an man ? 3
enter partial seamch criteria follomod bp an asterich "7
Ex: Enierimg o™ e the Lasi Name ficld
il firnd Lart rusmes s son “Farsae’ amd Unfoesom?
Nates Partied Eanger i
Subni | | Chur |
Search By
I Ao Mk
I Uax D
I T.aet Mome
Uptioma Critoria swith Lact Mo
Vst Mame
I Huwacky Depi Lmantl el 5] Ml
Level Tiumlser Devaiplion Name
HLL WBNz
[Ty
L
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Changing Accounts

Description You may set the session or default account number associated with your
profile if there is more than one account associated with your profile.
This allows you to gain access to all accounts associated with your profile.

What you will * User ID
need before * Password
you begin

* How to gain access to any account associated with your User Profile by
setting the session and/or default account number.

In this lesson
you will learn

P P « If you have more than one account associated with your User
Situations where y _ unt ¢ . yo !
you may use Profile and you would like to view information associated with
this function a different account.

The screens * EAGLS Main Menu

you will use in + Change Accounts

this lesson * Change Account Confirmation
Available Not applicable

hyperlinks

{@} What You Need to Know:

* You will only have access to this function if you have more than one account
associated with your user profile.

* If you have several accounts, you can select one to be the default account.

« The default account information displays when you initially sign on to the system
to perform maintenance, inquire on an account, or view a statement.

« You can change the account number during your current session in EAGLS, or
select to change the account number so that on your next sign on to the system, a
different account number defaults.

« If you have more than one account associated with your User Profile, you have
access to this screen. If you do not have more than one account associated with
your User Profile, you will not have access to this function.
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Key Terms
Default Account Number Initiates the selected account each
time you log on to EAGLS.
Session Account Number Initiates information for a selected account during

the current session in EAGLS.
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Follow these steps to change accounts:

Step 1

ACTION
Click on User Options from the EAGLS
Main Menu .
EAGLS
RESULT

ek ot Amarica

The available options within User
Options display.

Step 2

ACTION

Change Accounts

Click on Change Account.

Churrent Session Account 448512000058 P64
RESULT e Arizimil ARk P

HRTLIEIRE SRS

Oplivns & et Sramon Aneomt Humber

© et Defoult Account Fumber
The Change Accounts screen displays.

et Both Sceson and Uetindt Account Number

Step 3

ACTION

Change Accounts
Click on the New Account field and select

the account you want to view from the drop
down box [r].

urrent Sesmon Ancount AARET 000 5 18T

IMRRI FINNNRR7R43 'I
41 20U

blamr A rronnt

Cipitinns

RESULT

g1 Eccount Fucber
© Zet Deth Session and Defalt Accosat Fomber

Clsar I
The new account number displays.
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Follow these steps to change accounts:

Step 4
ACTION

Click on one of the following radio buttons in the
Options section:

Set Session Account Number will allow you to
view information on the selected account for the
current session.

Set Default Account Number will initiate
the selected account the next time you log
on to EAGLS.

Set Both Session and Default Number will
allow you to view information on the selected
account. The selected account will then default
the next time you log on to EAGLS.

RESULT

The selected radio button activates.

Step 5

ACTION
Click[Submit].

RESULT

The Change Accounts Confirmation
screen displays.

Step 6
ACTION
Click [OK].
RESULT

The Change Accounts screen displays.

Note: The current screen will not display

the change until the user exits out of the Change
Accounts function. The user can then go back into
Change Accounts to view the changes made.

Change Accounts

Chrrent Seazion Areont A4R61 2000053743
Mrew Arnannt ERRERINOANN | 2RRA "I
Oplivne et Sessien Account Mumber

T et Default Account Mumber

i Srt Bath Srasion and Ticfanlt &cnant Thimber

sl Clear I

Change Accounts
Confirmation

Rusth yearr apasian anrount mamber amed detindt anroont nmber are setta 186 RX OO0 2XEY

TS|

Change Accountis

Cwrent Session Arccoat S56B0 LODOO0 L 2BES
Hlew Sucounl 4456120000587643 'I
Crtiona & Set Session Account Fumber

Bt Delindl Avcoval Mumbe
€ Srt Both Sessinn and Diefandt Acrount Mumber

Submit Clear
St |
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Changing User Roles

Description When you initially sign on to EAGLS, your default role determines your
access to data and functions. You may change roles if there is more than
one role associated with your profile. You will need to change roles in
order to access accounts or functions associated with different roles.

What you will * User ID

need before * Password

you begin

In this lesson
you will learn

* How to change your user role in order to access accounts associated
with your User Profile.

Situations where
you may use
this function

* You want to change your user role from an A/OPC to an account holder
in order to perform account holder functions in EAGLS

The screens
you will use in
this lesson

* EAGLS Main Menu
* Change Role
* Change Role Confirmation

Available
hyperlinks

Not applicable

{@} What You Need to Know:

* You will only have access to this function if you have more than one role associated
with your User Profile.

* Although you may have access to your account as an A/OPC, your individual
account requests still must be routed to the appropriate agency point of contact.

* You may use this screen if you have multiple roles. If you do not have more than
one role associated with your User Profile, you will not have access to this function.
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Key Terms
Default Role The role (such as A/OPC or AH) that EAGLS assigns
to you each time you log on to the system.
Session Role The role (such as A/OPC or AH) that you are accessing
during the current session. Your role determines your functionality
within EAGLS.
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Follow these steps to change your User Role:

Step 1

ACTION

Click on User Options from the EAGLS
Main Menu .

ek ot Amarica

RESULT

The available functions within User

Vo 73
-]

Options display.

Step 2

ACTION Change Role
Click on Change Role. —
Current Role ATT
RESULT Hew Rele IA_O_PC:'
The Change Role screen displays. o :Selpem;:ol]e
__‘_‘:bct Both Scsien and Dotalt Kole
Fibsrl |
Step 3
ACTION Change Role
Click on the New Role field and select a role
from the drop down box []. Chrvent Fols &7
Hlew Laole IA_O—PC:I
Cpticns PH__] an Ralr
Note: The roles which display will depend "Set Dt Ltcle
on the roles associated with your User Profile. CHELR Sesiin i DebUERSlS
RESU LT Subamit I Fiesel |

The selected role displays.
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Follow these steps to change your User Role:

Step 4

ACTION Change Role

Click on one of the following radio buttons in the
Options section:

Current Rolr ATT

Hew Eele IA_OPC 'I
Set Session Role will change the new role Spnons 1 68 SrRAA ROIE

. € Set Default Fole
for the current session. [& et Both Sesston and Detndt Hole

Set Default Role will activate the new role el
the next time you log on to EAGLS.

Set Both Session and Default Role will
change the new role for the current session
and will use the new role as the default
role the next time you log on to EAGLS.

RESULT

The selected radio button activates.

Step 5

ACTION Change Role
Click. Conflrmation

RESULT

Bolly your seeaen and deladl cole Dave been updaled,
The newt tme 7o logon to the system vour new default rele will be in effsct.

The Change Role Confirmation
screen displays. K

Step 6

ACTION Change Role
Click [OK].

RESULT Current Rele ATT

MNew Eele IA_O_PC:'
The Change Role screen displays and your Uptions € 3¢ Sression Rl
le i i € Set Default Role

new role 1s active. EE—‘SctBothScssmnmdD:iMRolc
Note: The current screen will not display the R |

change to the current role screen until the user

exits out of the Change Role function. The user
then can go back into Change Role to view the
new role.
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Changing Hierarchies

Description You may change hierarchies if there is more than one hierarchy
associated with your profile. You will need to change hierarchies
in order to access accounts associated with the different hierarchies.

What you will « User ID
need before * Password
you begin
In this lesson * How to change your user hierarchy in order to streamline the reporting
you will learn and approval process for each separate hierarchy within your span
of control.

Situations where  ° You are assigned to more than one division or department within
you may use your agency, and you need to change your hierarchy so that the account
information for a particular department displays

this function

The screens * EAGLS Main Menu

you will use in * Change Hierarchy

this lesson * Change Hierarchy Confirmation
Available Not applicable

hyperlinks

{@} What You Need to Know:

* You will only have access to this function if you have more than one hierarchy
associated with your User Profile.

* You may have multiple roles within multiple hierarchies.

* You may change your hierarchy to access different accounts if you have
multiple hierarchies.

EAGLS User’s Guide 01/08/01 — Page 53



Working with User Profiles — Chapter 2

Key Terms

Default Hierarchy The default hierarchy accessed the next time you log
on to EAGLS.

Session Hierarchy  The hierarchy access for the current session.
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Follow these steps to change Hierarchies:

Step 1

ACTION

Click on User Options from the EAGLS
Main Menu .

EAGLS
RESULT

-
The available options within User -
Options display.

Step 2

ACTION

Change Hierarchy

Click on Change Hierarchy.

|C|l'u'nl. Heerarchy
RES U LT |1 QOO0 SOT005 NOOOO0 G000 DO BRAKAGK HHOOKI0 DOOAMNN HOOO0NN
. . [Deseription
The Change Hierarchy screen displays. [
¥ew Iherarchy

| 1000000 3050002 2000004 3043172 0000000 0000000 00OD0DD DODMIOD l]l]EIEIUUU:I

Oplinns F et Scasion Hicrarchy
 Sek etk Hicrasehy
™ Her Roth Seamen and el Hisrarchy

Subirril I Cluwl

Step 3

ACTION Change Hierarchy
Click on the New Hierarchy field and select
a hierarchy from the drop down box ] [Cusrens Mierarchy
|1 1001000 040" (OO DI QUOCICC (04000 0D IO Q000000
RESULT F)eser'lptinn
The selected hierarchy displays. New Hierarchy

ANANANN AARAMAR FANANAA 3043172 ANNAANN NMARNN NAAMRKA WANNAT NN 5

1000000 B050002 2000004 3043172 000000T 1000000 0000000 0000000 DRQI00
E1ULUDN SSUUUG UL LUIRIUL UJUUUUL UDIUOLD DUNUUDmD jmuugy 3

Upluons = At Hicrarchy
T Her Defmilt Hicrarchy
 Her Both Srazen and ettt Hicrarrhy

lenr I
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Follow these steps to change Hierarchies:

Step 4

ACTION

Click on one of the following radio buttons
in the Options section:

Set Session Hierarchy will change the hierarchy
access for the current session.

Set Default Hierarchy will set the new hierarchy
as the default hierarchy the next time you log
on to EAGLS.

Set Both Session and Default Hierarchy

will change the hierarchy for the current session
and will set the new hierarchy as the default
hierarchy the next time you log on to EAGLS.

RESULT

The selected radio button activates.

Step 5

ACTION

Click[Submit].
RESULT

The Change Hierarchy Confirmation
screen displays.

Step 6

ACTION

Click .
RESULT

The Change Hierarchy screen displays.

Note: The current screen will not display

the change in the current hierarchy field until
the user exits out of the Change Hierarchy
function. The user can then go back into
Change Hierarchy to view the new hierarchy

Change Hlerarchy

Current Iherarchy
1000000 $050005 0000000 000D QURN00D 000000 OO0 MU0 0o00000
Diescription
New Hierarchy
I'lUUUUULI HULLULE ZUULULA 03T A2 ULULIUL JULULIUL buuuuug uuuuuy inuuuuy j
(iptinns © Set Session Iherarchy

| £ St Tiefalt Hicrarrhy

P el Boll Senon imd Uielindl Hrezur by

Submit I Cleor I

Change Hlerarchy
Confirmation

FRoath srasion hicrarchy and default hierarchy are ant e
1000000 HO50002 2000004 3043172 0000000 A0NMGN G0N0 HADH0N0 G000

[

Change Hierarchy

Cwrent Iherarchy

TONCOCN S0°000) s OENCOC ONCOON QONOON OIRMION QLRI ORI MO

Description

New Hierarchy
| 11NN ANSANAT MNNNN4 3043172 ANNANNN RAMAANN NANNNM DAONNAN ANNMAN :!

(ptioms & Ser Session Tierarchy
€ Ser Defanlt Tierarchy
" Ser Both Session and Drefauk Iheracchy

Submit | | Clear |
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Changing Your Password

Description

You need to change your password every 84 days or whenever
the security of your password needs to be maintained.

What you will
need before
you begin

e User ID
* Old Password and New Password

In this lesson
you will learn

* How to change your password on demand and in real-time.

Situations where
you may use
this function

* You want to change your password to maintain security
* [t is approaching the 84 day expiration date

The screens
you will use in

* EAGLS Main Menu
* Change Password

this lesson * Change Password Confirmation
Available Not applicable
hyperlinks

f@;? What You Need to Know:

* The Password:
< is case-sensitive and must be entered exactly as defined
< must be 5-8 alphanumeric characters with the first character
as an alpha character
« must not match the nine previous passwords

IMPORTANT: Three invalid logon attempts will lock you out of the system.
Contact the Technical Helpdesk at 1.888.317.2077 for password reset.

* Password Expiration:
< Every 84 days
< System prompt to change password seven days prior to expiration
< Automatically directed to Change Password function if not changed
by the 84" day
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Key Terms
Not applicable
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Follow these steps to change your Password:

Step 1

ACTION

Click on User Options from the EAGLS
Main Menu .

RESULT e
The available options within User —
Options display.
Step 2
ACTION Change Password
Click on Change Password.
Barer Ol Dasswrerd [
RESU LT Hntar Mewr Password |
Re-Enter New Password |
The Change Password screen displays. o e
Step 3
ACTION Change Password
Locate the Enter Old Password field and type
in your old password. Earer Ol Dasswond e
Batrr Hiw Password |
RESU LT He Fnler New Passwaord |

Asterisks display as a security measure. st | [Gear | [ ancal |

Step 4

ACTION Change Password
Tab to Enter New Password field and type

Tnter Cld Passwond [So

in your new password.

Enter Mrw Passward [

RES U LT Re-Enler New Password |

Asterisks display as a security measure. |
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Follow these steps to change your Password:

Step 5
ACTION Change Password
Tab to Re-enter New Password field and type
in your new password for verification. ST —
Enler Hew Pasword [~
RESULT He Fnter Mew Pazsword m
Asterisks display as a security measure. Clos | _Coancel |
Step 5
ACTION Change Password
Click . Confirmation
RESULT
Yo passwrord by been suceessllly chenged.
The Change Password Confirmation i
screen displays.
Step 7
ACTION
Click

EAGLS Main Menu displays. e
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Creating and Maintaining
Your Favorites List

Description You may create favorites lists of frequently used accounting codes. This
process will enable you to access your frequently used accounting codes
through a drop down box that appears when performing cost allocation.

What you will * Frequently accessed master accounting code numbers

need before

you begin

In this lesson * How to create and maintain your Favorites List of up to 50 frequently
you will learn used master accounting codes, which will assist you in performing cost

allocations on transactions.

Situations where * For quick access to frequently used Master Accounting Codes

you may use
this function

The screens « User Options Main Menu
you will use in * Favorites List

this lesson * Favorites List Value
Available Not applicable
hyperlinks

{@} What You Need to Know:

* You can save up to 50 frequently used master accounting codes in your
Favorites List.

* You can add, delete, or modify accounting codes in your Favorites List.

* The Favorites List is associated with a User ID. Account Holders and A/OPCs
will have access to their own Favorites List, however, GSCU does not have access
to any Favorites Lists.

* The accounting codes associated with the Favorites List must be unique within its
accounting center, but the Favorites List names do not need to be unique.

* If an account holder has more than one account, s’he must change accounts in the
User Options function in order to modify or add a favorite code for a
different account.

* [f an account holder has more than one role, s/he must change to the role
associated with an accounting code in order to modify or add a favorite code.
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Key Terms

Accounting Center ID

Accounting Code

Favorites List

Valid Segment Value

A number automatically assigned by EAGLS to each
accounting center created. Please refer to Chapter 6,
Lesson 2, Establishing an Accounting Center, for
more information.

The 64-digit string of general ledger accounting code
segments that identify the cost center to which a
transaction is being applied. Please refer to Chapter 6,
Lesson 2, Establishing an Accounting Center, for
more information.

A list of up to 50 of your most frequently accessed
accounting codes.

A list of acceptable values for a given accounting
code segment that the user will establish during
accounting center setup. Please refer to Chapter 6,
Lesson 2, Establishing an Accounting Center, for
more information.
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Follow these steps to create and maintain your Favorites List:

Step 1

ACTION

Click on Favorites List from the User
Options Main Menu.

RESULT

The Favorites List screen displays with
the user’s current set of favorite Master
Accounting Codes.

Step 2

ACTION

Click on a code name in the box that is to
be Modified or Deleted.

To add a value, go to Step 3.
RESULT
The selected code is highlighted and displays

in the Accounting Code and Accounting
Code Description text boxes.

Step 3

ACTION

Click on one of the following to perform these
functions to the values list:
.
y
* [Delete]
RESULT

The Favorites List Value screen displays
when [Add] or[ModifyJare selected.
Go to Step 4.

The Favorites List screen is refreshed with
the deletions when[Delete|is selected.

Favorites List

]|
My !

Unlules

Form Fields Belonr Are For Display Prrposes Guly
Accammtmg (lade

Arcenmiing Cads Tiazeription

Favorites List

Audud I
Moclitr I

Dl I

Farme Fields Below Are For Display Purposes Only
Accounling Code

[preramicopree

Accounling Code Descriplion

l(\M:\shinq‘lon Dnz: 2y

Favorites List

Value
Favarites List Name |
|Accommting Center I | wl
|Accomnting Code Frrmwse I
|
Subaml i Ulum!

EAGLS User’s Guide 01/08/01 — Page 63




Working with User Profiles — Chapter 2

Follow these steps to create and maintain your Favorites List:

Step 4

ACTION Favorites List
Click on the Favorites List Name text box Yalua
and enter the new name to add or modify the
name of a favorite. Favorites List Name [euppie]
RESULT Acemmting Center TN | Urowrsa I
. . Acemmiing Code FRrmwee: l
The new list name displays. |
F}nhmill ﬂ]
Step 5
ACTION
Clle |Acc0unting Center ID BI‘OWSC |t0 SeleCt Available Accounting Center Identification Numbers

the appropriate accounting center to which the
code is to be attached.

RESULT

A pop-up window displays with the available
accounting center ID numbers.

Sieled | Clanrel |

Step 6

ACTION Favorltes List
Click on an accounting center ID number, then Viing
click :
Favorites List Name |su|3p|ies
RESULT .
Acemmiing Center 11D W + Orgmvse 1
The accounting center ID number selected Accomnting Cods | Biouse |
displays in the Accounting Center ID '
F}uhmi!l Clrnr
text box. =
Step 7
ACTION Conatruct &ccounting Code
Click Accounting Code to construct an i e |
. Browse Crileria [
Accounting Code. it [ —————————
[ I e I i | c:nm-.nll
RESULT

The Construct Accounting Code pop-up
window displays.
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Follow these steps to create and maintain your Favorites List:

Step 8
ACTION

Click on the drop down box[¥] from the
Construct Accounting Code screen and click
on a segment from the segment text box.

RESULT
The selected Segment displays.

Step 9
ACTION

Click|Browse Segment].

RESULT
A list of Valid Segment Values displays.
Note: Depending on your browser, you may
receive a warning message regarding the size

of the data. Follow the directions given in the
message to close the warning.

Step 10
ACTION

Click on the appropriate Valid
Segment Value.

RESULT
The Segment Value is highlighted.

Step11
ACTION
Click[Select].
RESULT

The selected Segment Value displays in the
Accounting Code and Description field.

uld Segment Valar

Construct Accounting Cods

iinihad | [ Aaasagwart limwes tiegman | limeesl

Select A Valid Segment Value

NORZ [Morfalkz]
WL [mesturnon 1021
WDC2 [Woshington DC2]

Select A Valid Segment Value
MORT [Mrifrlk 1]

MORZ [Murulk2]

WWDC1 [Washington D 1]

St |
Construct Accounting Code
Accouniiogg Code LAWY
nd Descripli e
Segmenl (1) Urasian 5
Browse Crilerin |
Add Sezment Value
rmhed | acdsegment | srowsesegren | vance |
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Follow these steps to create and maintain your Favorites List:

Step 12

ACTION Construct Accounting Code
. . . Accounting Code T
nd Descripli e
Contlgue constructing the accounting code by e o
repeating Steps 8-11 as needed. Bevwse Criecin |
Add Segment Valne -
RESULT rmhed | acdsegment | srowsesegren | vance |

Each selected Segment Value displays in the
Accounting Code and Description field.

Step 13

ACTION Favorltes List

Value

Click|Finished|. .

RES ULT Favoriles List Name Jupaptizs

Auccouniin

v
Accounting Code Ll L I

2T Erovas

The Favorites List Value screen displays.

[ererrnczzens
Subniit | [Clear |
Step 14
ACTION Favorites List
Click .
RESULT [ supplies |
The Favorites List screen displays EE
tdodlify |
Dialate |
Farm Fields Below Are For Display Purposes Cniy
Accounting Code
| FFTIeEI T TTT)
Accounting Code Description
|A#ashingion DC 2/
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Chapter 3

Inquiry: Viewing Agency Profile,
Point of Contact, and Central
Account Information

Using the Inquiry Function and Hyperlinks

Overview The Inquiry function allows you quick access to central account and
agency profile information. The Inquiry screens are "read-only," so you
may view the information but you can not make any changes. Account
holders do not have access to this information.

Refer to Account Inquiry/Maintenance and Maintenance chapters to main-
tain individual accounts.

In this chapter * How to view point of contact, agency, and central account information.
you will learn

Lesson 1: Viewing Agency Profile Information
Lesson 2: Viewing Point of Contact Information
Lesson 3: Viewing Central Account Information

advantages central account and agency profile information that does not
require maintenance.
* Once you access an agency or central account, the hyperlinks
will allow you to navigate through the screen and to other functions.
* You can proactively view information in order to better manage
the accounts within your span of control.

‘ Benefits and * The Inquiry function gives you convenient access for viewing
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Viewing Agency Profile Information

Description

The Agency Profile Inquiry allows you to review general information
about the agency or hierarchy to which you are assigned. This information
includes the Hierarchy numbers and descriptions, the Agency Name, and
the Agency ID.

What you will
need before
you begin

* Hierarchy Levels within your span of control

In this lesson
you will learn

How to:

* View general card program information for your agency

* Access general information relative to your agency/organization’s:
0 Hierarchy level information
U Accounting center ID
U Billing options

Situations where
you may use
this function

* View information on agency set up
* Review accuracy of information regarding your agency’s profile
* You only need to view information

The screens
you will use in
this lesson

» Agency Inquiry Search
* Agency Inquiry Results

Available
hyperlinks

» E-Mall List
* Central Office
* Point of Contact

5@} What You Need to Know:

* Searching by Hierarchy is recommended for best results.
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Key Terms
Agency Profile

Central Office

Current Cycle

E-Mall List

Point of Contact

Previous Cycle
Valid MCCG Tables

Valid Preferred
Vendor Tables

A set of parameters for an agency within EAGLS. This determines
whether accounts within an agency will mandate credit checks, allow
orders of convenience checks, and other options.

A hyperlink that displays the financial office which reviews and pays
the Centrally Billed Account.

Refers to a time frame for transactions to post to an account. The
current cycle is a running list of all recent transactions that will post
on the next invoice.

A hyperlink that displays electronic merchants that agencies use for
common purchases.

A hyperlink that displays the A/OPC, DBO, EC/EDI, or TDO assigned
to a specific hierarchy node. These persons are responsible for the
management of the government charge card program.

A past statement. EAGLS provides statements for 13 previous cycles.

A listing of Merchant Category Code Groups that will be accepted
or declined according to the agency setup.

A list of merchants through which transactions may be
accepted. This list may be as specific as a certain terminal in
a particular merchant location.

(No agencies are using this EAGLS feature.)
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Follow these steps to view Agency Profile information:

Step 1

The available options within
Inquiry display.

ACTION
Click on Inquiry from the
EAGLS Main Menu. :
RES U LT éj ﬁ & Imknﬁheﬂu‘%

Capyight® 1999 Bank o Awerica, VA (USA). A ights reserved.

Step 2

ACTION Agency Inquiry
Search
Cllck on Agency P l‘Oﬁle. T perfurin pirtial e searches on non RHIReRE fiFlds
ntes  followed isk "=
Note: P::liifsemlm take longerto z-’iz'r':gziete than ;:c': ::enn'he:.
RESULT
Search By
1 1 I Agency Mame I
The Agency Inquiry Search screen displays. B syt e
Level Number Description/Name
HL1
HL2
HL3
HIA
Step 3 =
ACTION
Note: Partial searches take longer to complete than exact searches.
Click in the hierarchy Number fields and type i
. . Search By
in the heirarchy levels. T gy e
' Hierarchy Depth
OR
. N . Program Number  [1000000 S israrcHios
Chck|Browse H1erarchy| and select a hierarchy Farenteraren
Level Number
from the available list. EE Available Hierachies
HL2 |
HL3 |
Note: A search by hierarchy is recommended —
£ DEF TEST CO 9025030 L1
for best results. e —
el DEF TEST CO 3025037 L1 =
RESULT =
Select Prev Level NextLevel Cancel

The hierarchy number and description/
name displays.
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Follow these steps to view Agency Profile information:

Step 4
ACTION

Click|Submit] .

RESULT

* The Agency Inquiry Results
screen displays.
* The following hyperlinks are available at the
bottom of the screen:
U E-Mall List
[0 Central Office
[l Point of Contact

Agency Inquiry
Results

Hierarchy Information
Program Number 1000000 GSA

Level | Number Description/Name

HL1 9025001 EAGLS TEST CO 2025001 L1

HL2

HL3

HL4

HL3

HLG

HL7

HLE

Agency Information

[Agency Name

EAGLS TEST CO 9025001 L1

[Agency ID

1001

lAccuunﬁng Center 1D

[12460

[Credit Check Mo Travelers Checks  |Tes

\Agency Held
Inventory

Mo RBilling Options Eill Upon Use

E-Mall List Central Office  Point of Confact
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Viewing Point of Contact Information

Description The Point of Contact (POC) screen gives you contact information for
various roles. The Agency Profile section lists contact information for
all the Component Program Managers (CPM) as well as A/OPCs who
have been assigned to that Agency Profile. The Central Account section
lists contact information for all roles associated with a Central Account
including the Transaction Dispute Officer (TDO), the Designated Billing
Officer (DBO), Electronic Commerce/Electronic Data Interchange
(EC/EDI) and the Agency/Organization Program Coordinator (A/OPC).

What you will * Access to the Agency screen
need before c A or R
you begin entral Account Inquiry Results screen

In this lesson * How to view your agency/organization’s current points of contact
you will learn

Situations where * You need to find out who your agency’s point of contact

you may use is and how to reach him/her in the event of an emergency.

this function * You need to verify information as needed concerning your
agency or central account.

The screens » Agency Inquiry or Central Account Inquiry Results (POC is a
you will use in hyperlink from these screens)
this lesson * Current Points of Contact
» Agency or Central Account POC Detail
Available « Point of Contact
hyperlinks
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5@} What You Need to Know:

* You can access point of contact information from the hyperlink in the following
screens:
U Central Account Inquiry Results
[0 Agency Inquiry Results accessed through the Agency Profile function
0 Central Account Inquiry Results screen accessed from Central
Account Inquiry

* You can switch from the Agency POC Detail screen back to the Current Points of
Contact screen to select another POC from the list.

Key Terms

Central Account The parent account for an agency that is assigned by the bank. This
account serves to provide an umbrella for all credit limits of the
individual accounts below it. The Central Account receives
no authorizations.

Central Account ID  Seven-digit number assigned to a specific account for use
within EAGLS.
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Follow these steps to view Agency Profile information:

Step 1
ACTION

Click on the Point of Contact hyperlink
from the Agency or Central Account
Inquiry Results screen.

RESULT

The Current Points of Contact
screen displays.

Step 2
ACTION

Click on the Point of Contact name you want
to view.

RESULT

The Agency or Central Account POC
Detail screen displays. Scroll down
to view information.

Step 3
ACTION
Click :
RESULT

The Current Points of Contact screen displays
with the Current Points of Contact list.

Current Points of Contact

Search Criteria
Hierarchy 1000000 3050001 0000001 3106850 4106877 5106891

Current Points of Contact

Copyright ® 1999 Bank of America, NA (USA) All rights reserved.

[Name [TDO DBO [EC/EDI  [Payment Office |A/OPC |
[Toane Doane 7o [t7o [bTo [bTe [Tes |
Rewvise Search

Agency POC
Detail

Account Information
fierarchy 1000000 9050001 0000001 3106850 4106877

i 5106891
Contact Information
NGO [ves [Primary A7OPC e
Address Information
First Name [Toanne
Last Name [Doane
Address 1 1 Commercial Place
Address 2 [4th oor
Address 3
[Address 4 [
|city [Nerfolle
[State/Province [ra
|comtry [Tsa
|Zip [23510

Current Points of Contact

Search Criteria
Hierarchy 1000000 2050001 0000001 3106850 4106877 5106831

Current Points of Contact

Copyright ® 1999 Bank of Amezica, NA (USA) Al righs reserved.

[Name [ID0 DBO  [EC/EDI |Payment Office [A/OPC |
[Toanne Doane o o e e [Fes |
Revise Search
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Viewing Central Account Information

Description

The Central Account Information screen allows you to view general
Card Program information such as accounting, payment and balance, and
transaction information by using the Central Account Inquiry function.
Your central account contains information that applies to all accounts
within your hierarchy levels. Any account, whether an Individually Billed
Account (IBA) or a Centrally Billed Account (CBA) rolls up to a Central
Account for reporting purposes.

What you will
need before
you begin

* Central Account ID
or
* Central Account Number
or
* Central Account Name
or
* Hierarchy Level within your span of control

In this lesson
you will learn

How to:

*View your agency/organization’s general card program information
including central account number, payment and balance, and
accounting and transaction information

* Define fields and hyperlinks in the Central Account Inquiry
Results screen

Situations where
you may use
this function

* View information on your central account for accuracy in managing your
card program.

The screens
you will use in
this lesson

* Central Account Inquiry Search
* Central Account Inquiry Results

Available
hyperlinks

» Agency Invoice * EC/EDI Information
* Authorization Control * Payment Office
* DBO Information * TDO Information

17> What You Need to Know:

* When searching, the Central Account Name and Agency must match exactly as they
are listed in the EAGLS database.
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Key Terms

Agency Invoice
Authorization Control

Central Account ID

DBO Information
EC/EDI Information

Master Accounting Code

Payment Office
Previous Cycle

TDO Information

Valid MCCG Tables

Valid Preferred
Vendor Tables

A list of all transactions that have posted to all the accounts
within an Agency.

A transaction and dollar amount limit for an account
or specific MCCG control.

Seven-digit number that corresponds to the program
requirements of an agency. These requirements include cycle
date and billing type.

A hyperlink that displays the Designated Billing Office
information for the central account.

A hyperlink that displays the Electronic Commerce/Electronic
Data Interface information for the central account.

Also known as a MAC, this is the default accounting code to
which all transactions are allocated unless other allocation rules
have been applied to a transaction.

A hyperlink that displays the office responsible for paying
a CBA.

A past statement. EAGLS allows you to search for statements
and transactions for 13 previous months.

A hyperlink that displays the Transaction Dispute Office for a
CBA. This person is responsible for disputing any unauthorized
transactions on a centrally billed account.

Lists of Merchant Category Codes that may be accepted by
an agency.

A list of merchants through which transactions may be
accepted. This list may be as specific as a certain terminal in a
particular merchant location.
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Follow these steps to view Central Account Information:

Step 1
ACTION

Click on Inquiry from the EAGLS Main Menu.

EAGLS

RESULT . o
The available options within Inquiry display.
Step 2 ;s
ACTION Central Account Inquiry
Search
Click on Central Account.
RESULT
Search By
. I Central Account ID —
The Central Account Inquiry Search D
. I Central Account Name 1
screen displays. I Ageey Nare |
I Hierarchy Depth [CurentLovel 5] | Browse Hisrarchy.
Level Number Description/Name
HL1 9025004 [EAGLS TEST CO 9025004 L1
HL2 1
HL3 1
o4 ——1
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Follow these steps to view Central Account Information:
Step 3

ACTION 5 bttt — ]
Click on the Hierarchy Number field and type parwal
in hierarchy level. N

OR | s

Click[Browse Hierarchy|and select a hierarchy e -
from the available list. } == MRS
Note: For best results, a search by hierarchy is = } ,':
recommended. [
Other Search By options: = =

e Central Account ID
* Central Account Number
e Central Account Name

Select PrevLevel NextLevel Cancal

Copsrighi® 19

(Name must match exactly

as it is in the EAGLS database.)
* Agency Name

(Name must match exactly

as it is in the EAGLS database.)
* Hierarchy Depth

RESULT

The hierarchy number and description/

name display.

Note: When using the other Search By options,
multiple search results may display. Click on the
account number that you want

to access.

Step 4

ACTION Central Account Inquiry
Results
Click|Submit|.
Account Information
RESULT
Level Number | Description/Name
The Central Account Inquiry Results screen B BT T S
displays. Scroll down to view information. L ‘
The following hyperlinks are available =
for viewing information: =
® Agency Invoice [Central Account Number [4486210000009453
. Authorization Control |Central Account Name [TEST CORP ACCT 9025002

* Point of Contact Information
* DBO Information

+ EC/EDI Information

* TDO Information

* Payment Office
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Account Inquiry/Maintenance:
Maintaining Individual Accounts

Viewing and Maintaining Individual Accounts

Overview The Account Inquiry/Maintenance function allows you to perform
various tasks without having to choose other menu items. This function
allows you to maintain information like changing an account holder’s name
and address, or transferring an account from one hierarchy to another.

You may view and maintain only Individual Accounts through this function.

A header box located at the top of the screen displays the Account Name,
Account Number and Social Security number. Underlined in blue are
"jump to links" to the following sections of the screen:

* Organizational Information — By clicking on the Organizational
Information "jump to link" located in the Header Box, you may
access general information about your organization, such as your
Central Account ID, name and number. This information will not
display for account holders.

* Account Holder Information (Refer to Changing Account Holder
Information in this chapter).

* Account Information (Refer to Changing Account Information
in this chapter).

* Account Statement Information (Refer to Transaction Data:
Working with Transactions chapter - Viewing Transaction Details
on Individual Statements lesson).

* Statement Transactions (Refer to Transaction Data: Working with
Transactions chapter - Viewing Transaction Details on Individual
Statements lesson).

Important: The Central Account ID and the account hierarchy level
must match in order for you to be able to maintain information. An error
message will display advising no maintenance can be performed until the
Central Account ID and hierarchy levels match.
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In this chapter
you will learn

How to:
* Search for individual accounts
* Navigate the Account Inquiry/Maintenance screen through
"jump to links" and hyperlinks
* Identify the features and definitions of the screen, sections,
and fields you will use to view and maintain individual accounts
* View and maintain individual accounts

Lesson 1: Searching for an Individual Account
Lesson 2: Changing Account Holder Information
Lesson 3: Changing Account Information

* Account Status

* Activate and Deactivate

* Credit Limit

* Convenience Checks and Traveler’s Checks
Lesson 4: Changing Authorization Controls
Lesson 5: Transferring Accounts

Benefits and
advantages

* The Account Inquiry/Maintenance function offers you convenient access
for searching, viewing and maintaining information on individual accounts

without having to select other menu functions.

* Buttons, "jump to links" and hyperlinks will allow you to navigate
from one inquiry and maintenance function to another.

* Allows you to key in the account number only once.
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Searching for an Individual Account

Description

The Account Inquiry/Maintenance Search gives you several "Search
By" and "Search For" options to make it easy for you to search for indi-
vidual accounts within your span of control. You will only need to search
for the account once to perform various functions.

What you will
need before
you begin

» Account Holder Name
or
» Account Number
or
* Social Security Number
or
* Hierarchy Level within your span of control

In this lesson
you will learn

How to:

* Search for individual accounts

* Search for an account within your hierarchy
* Search for account status

Situations where
you may use
this function

* When you receive a request:
+ to change account information (i.e., account holder
telephone number or address)
+« for statement information
+ for account activity information
* When you need to find:
« account status
+ a specific account
+« accounts within your hierarchy

The screens
you will use in
this lesson

* Account Inquiry/Maintenance Search
*» Account Inquiry Search Results
* Account Inquiry/Maintenance

Available
hyperlinks

Not applicable
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’f@} What You Need to Know:

* Before choosing a Main Menu option to view and/or maintain account information,
you should check the Data Exchange File (DEF) date.

* The "As of" date on the Main Menu indicates the latest DEF date. This indicates
when the file received from processing with the latest update information for the
database. A user can readily determine if their transactions have been processed and
updated to the system.

* This search will only consider individual accounts.
* You must select one of the Search By options in order to generate search results.

* You can search for an account by using a wildcard (*). Type at least two characters in
the Last Name field followed by an (*)to see the Account Inquiry Search Results
screen with multiple accounts. Select the account you are searching for. You can also
perform a wildcard search by:

* entering the entire last name and at least two characters in the First Name field
followed by an (*)

* entering the entire last name and at least two characters in the Zip /Postal Code field
followed by an (*).

» A wildcard search cannot be used in conjunction with any other wildcard search. Only
one wildcard field per search is allowed.

. Eubmit |and k;leagl buttons are located at the top and at the bottom of the screen.

Key Terms
Search By A search option that allows you to restrict the search within your span
of control. For example, you may restrict your search to account
holders with the last name of "Jones."
Search For A search option that allows you to restrict the data returned by EAGLS.

For example, when searching for accounts within your span of control,
you may limit the search to Open accounts, Closed accounts or Both.
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Follow these steps to search for an Individual Account:
Step 1

ACTION Aceount Inquiry/Maintenance

Search

Click on Account Inquiry/Maintenance from the
EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy.

Step 2

ACTION
Click on the desired Search For criteria Search For
* Open Accounts (default option) #+ Open Accounts
* Closed Accounts r Closad Accounts
e All Accounts
 All Accounts
RESULT
The selected Search For button is activated.
Step 3
ACTION e

O st Pharius —————
Click on one of the following Search By options

and type in the criteria: —
* Account Number I
< Y
* Last Name ST T T
« First Name: (optional field used in Hiwlnds Do
conjunction with a search by last name) I ——
* Zip/Postal Code: (optional field used in LR —
conjunction with a search by last name) we [ [
* Business Phone (numeric fields only, = ,':
please select one) m ,’:

* US or Canada

* International
* Social Security Number
* Hierarchy Depth
Browse Hierarchy|

RESULT

The Search By criteria displays.
Note: When using other Search By options,

multiple results may display. Click on the account
you want to access.
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Follow these steps to search for an Individual Account:

Step 4

ACTION Tl ol T
; ; ; T gnmnccuan
Type in Hlerarchy Level number(s) if you are e
searching for a hierarchy below your highest :_1_4? Qe
hierarchy level access and you know the HL# ’ ' '
you are searching for. Lol [ Number [ DewcipiauNume
HLZ 4000001 I:N;,Lt: n::;: IL,IL::::.::JI::..‘!
RES U LT .3 A e amLs TEST 0 2035004 L3
HT4 |4IIIIIIIII[€ FAGISTORT RN Anng 1 4
Available hierarchies appear listing hierarchy LS T
descriptions and agency names. Go to Step 8. = s
H [mmer
OR Eubmlll Cleur I
Step 5 i America, NATSAL ’
ACTION TipPoztal Code [
Click|Browse Hierarchy|to search for a hierarchy - [T et

. . I Social Securiy ¥ —IH e
below your highest hierarchy level access. e o E——

5 cranchy Leved - Micrasoft imcinet Expiorer pravidod by B = 5
RESULT e
. . . = f'ln"ﬂ T TR 1 P L
A pop up window will appear that displays B e —
the parent and all available hierarchies. = 1=
we | L)
Note: T he|Next Leveli and|Previous Level|buttons = ;
will move you between hierarchy levels within
your span of control. — N I -
Step 6
ACTION e
. . . Lo 03a Cemade I I T 2
Click on the desired hierarchy description. s E—
O Social Securty # - hancio oty
B Frirwuchy Thpth ] Drowrac I
RESULT o T e | Parent soarcrios
The hierarchies within your span of control will T | ——

Avalable Hierarchles

display on the pop up window.

T

Note: If Next or Previous is displayed within o
the available hierarchy box, click on or
then Click. e T T T
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Follow these steps to search for an Individual Account:

Step 7

ACTION
Click on|Select].
RESULT _
The Account Inquiry/Maintenance CEN W ST
Search screen displays and will populate 5 IR s 11 0 i Lt
the appropriate Hierarchy Number and s oo
Description/Name fields. Ik [
Sulnmit Cloo I
[ TS ———
Step 8
ACTION TESTR.CCC.'UHTOZI(MH
: . AU LES1Y]
Click on[Submit|. —
OR A tl iry/Maint
. ccount Inguiry. aintenance
Click on[Clear]to restore all fields back to
the original values. e o metion B
(rrbral Arcork Wame: [TEST CORT ACCT 902300
iCrrbral Areork Homhes M4FAR [OM00% T3
Note: When using a Search By option other Ul o o
than account number, multiple search results oot ioker oo _—
may display. Click on the account number you Addreas 1 T
Al asH
want to access. g P
Addrers 4 Frioews
City Jraorrouc
RES U LT SlaleProvince Fa

The Account/Inquiry Maintenance
screen displays.
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Changing Account Holder Information

Description The Account Holder Information section of the Account
Inquiry/Maintenance screen may be accessed by scrolling or by clicking
on the "jump to link" located in the Header Box. It allows you to maintain
individual account holder personal information. You will also be able to
change other account holder information such as the Warrant Level
Amount, Master Accounting Code and the Accounting Center ID.

What you will * Account Holder Name

need before or

you begin » Account Number

or
* Social Security Number
or

* Hierarchy Level within your span of control

In this lesson
you will learn

How to:

* [dentify maintainable fields in this section

* Change/update account holder name, address, telephone number,
employee identification, grade/rank, and employment status

» Change/update the Master Accounting Code and Accounting Center ID
(for purchase card program only)

Situations where
you may use
this function

When an account holder:

* Adds a middle initial or two characters of the name are misspelled

* Changes other personal information such as address, telephone, etc.

» Warrant Level amount authority changes

* Centrally billed account is being transferred from one hierarchy to
another or transactions are being transferred from one account to another.

The screens
you will use in
this lesson

* Account Inquiry/Maintenance

» Account Holder Information

* Master Accounting Code Browse
» Accounting Center ID Browse

* Hierarchy Information

Available
hyperlinks

Not applicable
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{7* What You Need to Know:

* To get to the Account Holder Information section, click on the "jump to link"
in the Header Box.
* Personal information such as grade, home phone, and social security number or other
identification should only be completed for the Individually Billed Travel
Card accounts.
* Bolded fields must be completed before you can successfully submit any changes.
* When a hierarchy transfer is pending, a flag will display at the bottom of this section.
(Refer to Transferring Accounts in this chapter)
* You should follow the Legal Name Change rules that follow unless:
+ The change is due to a minor misspelling where only two letters or less need to be
changed in the entire name: (Ex. Charlie to Charley)
++ The change is an addition or change of a middle initial

Legal Name Change: Individually Billed Accounts
* Fax or mail a copy of legal name change documents if a name change is due to
marriage, divorce or legal name change or if it requires changing:
+ more than two letters
« gender, (Ex.-Jon to Jan)
+« adding or deleting Jr., Sr., III, etc.
+ actual name. (Ex.-Jon to Don)
* The account holder’s A/OPC or higher must authorize the change by sending an
Account Maintenance form to GCSU or via EAGLS.
* An account holder can still send legal documentation for the name change without
A/OPC approval.

Address Change
* A change of address impacts other EAGLS maintenance requests.
* You can only request a card on EAGLS 60 days after an address change request
has been submitted.
* If an address change has occurred within 60 days, an account holder must submit card
requests via fax to the A/OPC or to GCSU.
* When making address changes in EAGLS it is important to remember the following:
+ EAGLS allows you to use up to three lines of street address in addition to name,
city, state/province, country, and zip/postal code for all correspondence.
+ Use of address lines 1, 2, and 3 are the same for domestic or foreign addresses.
+ The deliverable address is the actual address where mail should be delivered and
often contains one of the following:
- street name and number,
- post office box number,
- rural route number and box number
- highway contract route number and box number
- ship name and number
- unit number
- CMR - Consolidated mail room (APO)
- PSC - Postal Service Center (FPO)
The deliverable address line on the Account Inquiry/Maintenance screen should
be the last address line used prior to the City field, depending on the number of
address lines necessary.
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{@3‘ What You Need to Know:

* Additional address lines on the Account Inquiry/Maintenance screen can be used for
attention or informational purposes. The type of information that can be noted in
additional address lines include:

- apartment number
- building name

- suite number

- division name

One Address Line
» When entering an address on EAGLS with only one street address line, that information
should by entered on the Address 1 field on the Account Inquiry/Maintenance
screen. See example 1.

- department name
- company name
- room number

Two Address Lines
» However, if the address includes a suite number, or one of the other informational

types of data, as in the second example, the deliverable address must be typed in the
Address 2 field. See example 2.

Three Address Lines
* If the address includes several types of informational data, as in the third example, the
deliverable address must be typed in the Address 3 ficld. See example 3.

Example:
1 2 3
Account Name PFC David Jones\ Account Name John Smith \ Account Name PFC David Jones\
Address 1 Unit 20511 Box 4290 Address 1 Suite 200 Address 1 Company A
Address 2 Address 2 123 Main Street Address 2 X-1 Division
Address 3 Address 3 Address 3 Unit 20511 Box 4290
Address 4 Address 4 Address 4
(display only) (display only) (display only)
City APO City Norfolk City APO
State/Province AA State/Province VA State/Province AA
Country Country us Country
\iip/Postal Code | 34049-2254 / Zip/Postal Code | 23510 Zip/Postal Code | 34049-2254 /

Change Telephone Numbers

* This field allows the A/OPC to search by the account holder’s phone number.

All phone number fields are numeric fields only.

+ All fields must be populated. Use the tab key to move to the next field

as you enter the phone number.

* You cannot type special characters such as, [ )(-/#*@], etc. in the telephone and

fax fields.

* You cannot enter both a US/Canadian phone number and International

phone number.
Example: If you have a number currently in the Business Phone Number for

US/Canada, and then you click in the International field box, the US/Canada number

will automatically be removed from view.

* By clicking on the "Reset" radio button within the Header Box, the previous phone

number will be restored to view.

Key Terms

Warrant Level Dollar Amount

Dollar value of government issued contracting

officer warrant.

EAGLS User’s Guide 01/08/01 — Page 88




Account Inquiry/Maintenance: Maintaining Individual Accounts — Chapter 4

Follow these steps to change/update Account Holder Information

Step 1
ACTION

Click on Account Inquiry/Maintenance from the
EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy.

Step 2
ACTION

Click on the radio button next to the desired
Search For criteria:

* Open Accounts (default option)

* Closed Accounts

* All Accounts

RESULT

The selected Search For button is activated.

Step 3
ACTION

Click on one of the following Search By options
and type in the criteria:
* Account Number
* Last Name
* First Name: (optional field used in
conjunction with a search by last name)
* Zip/Postal Code: (optional field used in
conjunction with a search by last name)
* Business Phone (numeric fields only,
please select one)
« US or Canada
+ International
* Social Security Number
* Hierarchy Depth
*[Browse Hierarchy|

RESULT

The Search By criteria displays.

Note: When using other Search By options,
multiple results may display. Click on the
account you want to access.

Account Inquiry/Malntenance
Search

Search For
#+ Open Accounts
 Closed Accounts
¢ All Accounts

Search By

[ I

I T
1 o Sty L Tt
M By Doyl |
Level Dussber Description/Namse
LI SORIIO Ll LS GO YA L
ju%] [
fuk] 1
Hl4 —1
HIA [
A 1
my 1
HLY 1
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Follow these steps to change/update Account Holder Information

Step 4
ACTION

Click[Submit]
RESULT

The Account Inquiry/Maintenance
screen displays.

Step 5
ACTION

Scroll down to the Account Holder
Information section. Update the
appropriate information.

RESULT
Updated information displays.
Note: To change the Master Accounting
Code - see following procedures, Changing

a Master Accounting Code through the
Browse function.

Step 6
ACTION

Click Accounting Center ID[Browse]and
select accounting center ID number.

RESULT
Accounting Center ID displays.

Note: Bolded fields must be completed before
you can successfully submit any changes.

RCOSCOE JONES
ST

Submit | Reset

Account Inquiry/Malntenance

Organizational Information

il Acwat 1D ey
Citral Arcnd Mo |4 1-HOAFELS TEST

Dtz dxvat Hiailng 420 ZA000EET0NT

Back ts tepn

Account Holder Information

Accomnt Nama IESED [iers:

Address | [T TTRT ArnnL T

EREE— OO0z

PP ]

b ddrnez 4 [

Uity [HoRroLy

RogeSEIOWEE  fe ool Witinalin
sl )\l.rll:v‘nml;;:llhn
iyt | [t | Siatingnd It
izc ounting Center LY iz |

[

Cienter Mame LIAT ACGEATHT

i Therarchy Transéer iz ianding on this acant
Thack tn ta

Higrarchy Information

Nawber Deweriplmuaume
OOSONI TACTETEST CO WI0N0R T, |
pr Do) RACTE TRET GO M 0N07 T2
IFITR LAGLE TIEELT OO SOn0U0E L3

Level
A1
A2
T3
4
1.
e
L,
iy
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Follow these steps to change/update Account Holder Information

Step 7

ACTION Account Information Maintenance Verification
Click|Submit|. o
RES U LT — T:HIGUIIUU 15153
The Account Information Maintenance R AT
Verification Screen displays. ez ot 08
Step 8
ACTION Malntaln:cc:!umtl.nfcrmatlon:
onfirmation
Click [Confirm|.
RESU LT sensusaled valls e v ool saustue
. . . Tavul M bur oo rigpdimes T s
The Maintain Account Infomation: O DT NEMEG T AT
Confirmation screen displays. i s
e i AT ERSE C
Step 9
ACTION f—
Click the Account Inquiry/ Lo ]
Maintenance hyperlink.
Account Ingulry/Malntenance
RESULT
Organizational Information
. . Fvutnal Acoint LU Al
The Account Inquiry/ Maintenance i Aot N iR TESL
. Dtz dxvat Hiailng 420 ZA000EET0NT
screen displays. -
Account Holder Information
Note: To transfer an account from one hierarchy pe e %Wﬂm I
to another, click on the Transfer Account oz =
. s ]
hyperlinkand follow Two Stage Transfer [yre |
Account process. i L
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Follow these steps to change a Master Accounting Code

through the Browse Function
Step 1

ACTION
Click [Browse]to edit Master Accounting Code
from a list of valid values.
RESULT

The Construct Accounting Code screen displays
in a pop-up window.

Step 2

ACTION
Choose the first segment from the drop down

box[¥].

RESULT
The selected segment displays.

Step 3
ACTION

Type a Segment value in the Add Segment
Value field. Go to Step 4.
OR

Click|Browse Segment|to choose
available segments. Go to Step 7.

RESULT

Segment value displays.

Construct Accounting Code
Accomtnz Uads

v ddzz prps sddirrsppmaaddnony
and Descriplion

Feament (Deqliecelw 5
Bravese Crilesia [
Add Segement Vabue
Adiiorauertss | | binebed | | eddtegmen | _ browestisgment | | Conosl |
Construct Accounting Code
Accoaslug Code
: RO TSR
IR —r— = *
Serment [1]eq Hiacolyr |
Virenese Criteria 1FIEIRLR CEN T
Add Sa t Val: [y ACLOLN | QUDE
gment Valae e
AddinTwenrirs | | Tinishest | | #ddGagmend | | Meawso Gegment | | Groced
Construct Accounting Code
Agcounting Code
and Theseription FRRR RSN RRR R
Seament Mfenreenly 5
Browse Crilerin I
A Segoeal Value [EX]

Ao Pl Finishend et Seymmnl Cumal
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Follow these steps to change a Master Accounting Code

through the Browse Function

Step 4
ACTION

Click] Add Segment]|.
RESULT

The Segment Value Verification screen displays

at the bottom of the screen.

Step 5
ACTION
Click [OK]|.
RESULT

Segment display at the top of the Construct
Accounting Code screen.

Note: Repeat Steps 2-5 for all
remaining segments.

Step 6
ACTION

Click[Finished].
RESULT

The new Master Accounting Code displays.

Step 7
ACTION

Click IBrowse Segment|.

RESULT

All valid segment values display on the
bottom of the screen.

Construct Accounting Code

Sngmant Tl ien wrmr
Urpwse Criteria [
Add Engrannt Vakue

ARG e e e |

Segment Value Verfication

N Ipeckitie MSRHAE ArCalinting © arls with
Segment 1 (BFY; 18987

LA Cancel
Construct Accounting Code
Aresunting Code SIBRE R PSR
and Drewcrmiion r
Sezment NlHeafeudy B
Tirawse Criteria [
Ak Sepment Valae
Addbs ik | | Fmshed | | AddSsunent | | BeowesSwgent | | Cuncd
STEVE BEADLEY
20481
R W)
Submit | Reset
— —
R [ H
Fenpl apmeat Srani | E|
Mater & i, ek f Hrriwea

Construct Accounting Code
Accambing (e

A 080 T ST ST AR
s Dceriplinn o

Segment | DI |

Hemanm [lrilwria I

Add Bl Vs |
AP | | Fkbed | | AddSvamon | [ Searen

Select A Vald Segment Value

00 11

oo
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Follow these steps to change a Master Accounting Code
through the Browse Function

Step 8
ACTION
Select a segment value from the segment list. SEETRR Bt
RESULT .

Suleut

Segment value displays highlighted.

Step 9

ACTION Construct Accounting Cods

Accetmting Code 1990 RASFHENIRAD PN PO
. and Descrmion r
Click [Select]. fI— Nlbeatmdn &

Tirawse Criteria [
Add Sewment Value

RESULT Addbs ik | | Fmshed | | AddSsunent | | BeowesSwgent | | Cuncd

Segment displays at the top of the Construct
Accounting Code screen.

Note: Repeat steps 7 through 10 for all

remaining segments.

Step 10
ACTION s vty
Click[Finished). ———
RESULT T —
The new Master Accounting Code in T e

the Account Holder Information section
of the Account Inquiry/Maintenance
screen displays.
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Changing Account Information

Description

The Account Information section of the Account Inquiry/Maintenance
screen is easily accessed by clicking on the "jump to link" in the Header
Box. It contains general account information which you may convenient-
ly change and update from one section, saving you time and eliminating
costly paperwork.

What you will
need before
you begin

» Account Holder Name
or
» Account Number
or
* Social Security Number
or
* Hierarchy Level within your span of control

In this lesson
you will learn

How to:

» Change account status

* Activate or Deactivate an account

* Change the credit limit

* Order/reorder convenience checks and traveler’s checks

Situations where
you may use
this function

* Change account status:
+ close an account
« review the status of an account
++ account holder is no longer authorized to have a travel card
« account holder is no longer employed by your agency
* Activate and Deactivate:
« activate or deactivate accounts on demand
« activate or deactivate accounts during a two-stage transfer account
* Change Credit Limit (to be used within your agencies’ guidelines):
«¢ the credit limit does not meet account holder travel expenses
+ the authorization controls have been adjusted to meet account
holder travel expenses
« account holder has been transferred to a position that requires
him/her to have a higher credit limit
* Order/reorder Convenience Checks and Traveler’s Checks:
+« a merchant or vendor does not accept credit cards for payment
« account holder has called to request convenience or
traveler’s checks
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The screens * Account Inquiry/Maintenance
you will use in » Account Information

this lesson

Available * Authorization Controls

* Reorder Convenience Checks
* Reorder Traveler’s Checks
* Change PIN

hyperlinks
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What You Need to Know:

* Bolded fields must be completed before you can successfully submit any changes.
* You may change the status of an account from open to closed but not from closed to open.
* When you choose to close an account via EAGLS, the account will be permanently closed.

* For temporarily closing or opening an account, use the Deactivate On or Activate On
function in the fields below the Account Status field.

* If a card is lost or stolen, it must be reported to GCSU. In these situations, GCSU will
close the old account and a new card and account number will be issued to the account holder.
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Status Code Qualifying Codes Description
Open Card Receipt Indicates the account has not been activated
Not Verified since the issuance of a new or reissued card.
Open Correspondence Indicates mail other than plastic or a statement
Returned has been returned to the bank.
. Indicates that an account has been temporarily
Open Deactivated ..
P suspended from authorization by the A/OPC.
) . Indicates that one or more disputed transactions
Open Disputed Transactions | ovist on the account.
Indicates that the account will be held in an
Open Mission Critical open and activated status due to government
assignment that may prevent account holder
from reconciling his/her statement.
This could occur if:
* a payment check is returned for insufficient funds
Open Over Limit » merchant does not do authorization prior to purchase
» there are pending authorizations on an account,
which affects the available credit on an account
Indicates that a full payment has not been
Open Past Due* received on the account in 31+ days from the
statement billing date.
Open Plastic Returned Indicates a plastic card has been returned to the bank.
Open Statement Returned Indicates a statement has been returned to the bank.
Indicates that a full payment has not been
Open Suspended* received on an account in 61 + days beyond the
statement billing date.
Open CBA Suspended* Indl.cates an amount has rernamegl qnpald and
undisputed for 61 days past the billing date.
Closed Cancelled* Card cannot be used due to derogatory reasons.

* These qualifying codes do not coincide with the master contract definitions for delinquency acounts. These are

system qualifiers only.
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{@3‘ What You Need to Know:

Status Qualifying Description
Code Codes
Closed Charge off There are several reasons an account has been charged
off due to derogatory reasons.
Indicates that an account was closed at the
Closed Closed by A/OPC AJOPCs discretion
Closed Closed by Account holder has closed account.
Account holder
Closed Deceased Indicates the account holder is deceased.
Closed Did Not Use Closed due to non-use of card.
Closed DOD HL Cleanup Closed due to incomplete hierarchy.
Closed Fix Pay Account on fixed pay program.
Closed Lost Card Indicates that a card has been reported lost.
Closed lé/[lsuse, A/OPC Misuse of account confirmed by A/OPC.
oncurrence
Closed Misuse, Misuse of account not confirmed by A/OPC.
Temporary Block
Closed Process Error Due to incorrect account setup.
Closed Security Reasons An account has been closed due to security issues.
Separated from Indicates the employee has moved to another agency or
Closed Government has retired from the government.
Terminated Indicates that an employee has been terminated
Closed
Employee from the government.

Activate On/Deactivate On
* You may set a date in the future on which to activate or deactivate an account using this
format: MM/DD/YYYY
*» The account will activate or deactivate at the end of the day specified. Activation or
deactivation can only occur Monday through Friday.
» Upon the deactivation of an account, the credit limit of the account becomes available
for re-use by the agency.

Credit Limit

* Do not use "$" sign, decimals, or commas when entering an amount on EAGLS to
maintain a credit limit.

* The credit limit must be twice the amount of the account’s monthly authorization
control limit (for Travel Card only).

* A credit limit increase does not automatically increase the authorization controls limit
amounts (refer to Authorization Controls Maintenance).

* You will not be able to change the credit limit of your own account.

* Account holder credit-limit requests will be queued to you for a decision and approval.
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’f@} What You Need to Know:

* You may only make changes to an account that has a current "OPEN" status.
Reorder Convenience Checks

The Order Convenience Checks screen allows you to order packs of three, twenty,

or fifty convenience checks.

You will have access to this screen only if convenience check usage is accepted

by your agency.

If you have access to multiple Purchase Card accounts, you can order checks for another
account by changing your default account. This will allow you access to another account.
(See the Changing Accounts lesson in the User Options Chapter 2).

To obtain checks within 24-48 hours, please call Bank of America GCSU.

If ordering convenience checks via EAGLS, allow up to seven to ten business days

for delivery.

Convenience checks can be ordered on an account in suspension status. However, they
cannot be used until the account is removed from the suspension status.

Reorder Traveler’s Checks

You will have access to this screen only if your agency approves usage of traveler’s checks
and the traveler’s checks field is flagged as "yes" on the Account Inquiry/

Maintenance screen.

EAGLS will compute the total value of each traveler’s check pack type and the total
amount for the order.

Account holders who have access to EAGLS will be able to order traveler’s checks online
within the Account Inquiry/Maintenance function. A hyperlink is available to navigate the
user to this function.

Once the request is completed, it will be queued to Bank of America GCSU

for processing.

You may check the status of the request by using the Queued Requests option within the
Maintenance function.
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Key Terms

Account Status

Activate and Deactivate On

Amount Limit

Convenience Check

Credit Limit

Draw Down Card

Foreign Action

Foreign Currency

Restriction Set

Foreign Type

Hierarchy String

Maintainable Fields

MCCG

An indicator on an account which shows if it is opened or
closed. The account status indicates if the account may be
used for future transactions. The Opened status may also
show a level of delinquency notation. The Closed status
will also show a closure reason notation.

A future date in a MM/DD/YYYY format on which an
account will activate or deactivate. These dates must fall
Monday through Friday.

A specific dollar amount that indicates how much may be
spent in a given period.

A paper check that is accepted by a merchant as a cash
payment. The transaction is then deducted from the charge
card as a cash advance.

The overall dollar amount that may not be exceeded during
a billing cycle for authorizations and transactions on a
charge card.

A card that has a yearly or bi-annual credit limit. This card
will be used to manage a specific budget such as funds
for uniforms.

Action for an account to take when a specific foreign
merchant attempts to receive authorization. For example,
Authorize, Decline, Refer, etc.

A list of foreign currencies within EAGLS which may not
be accepted by its accounts.

Foreign currency list. An agency may determine what
currencies may be accepted by their accounts.

A specific path within your span of control that leads to one
hierarchy node. For instance: HL1 1010111, HL2
2020222, HL3 3030345.

Within EAGLS, any field that contains a text box in which
you may enter new information. You may enter new
information on an account to make changes to that account.

Merchant Category Code Group. A list of four digit
merchant types that are accepted for authorization by all
accounts within an agency.
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Key Terms

One Stage Transfer

Receiving A/IOPC

Refresh Date

Sending A/OPC

Single Purchase Limit

Transaction Limit

Traveler’s Checks

Two Stage Transfer

Valid Preferred Tables

Vendor Action

Vendor Check

Vendor Type

An account transfer in which the account is moved within the same
span of control and the Central Account ID has not changed.

In relation to Transferring Accounts from one span of control to
another, the receiving A/OPC is the person who will have future
access and control over the transferred account. This person
receives the account through his/ her Transfer Account queue.

The beginning date of a specific cycle, for example, starting on May
15, 2000, an account may be limited to $100 worth of cash
advances every 10 days.

In relation to Transferring Account from one span-of-control to
another, the sending A/OPC is the person who is transferring access
and control to another A/OPC.

A dollar amount that may not be exceeded for a single purchase.
A number of transactions in a given period.

A paper check that has drawn a specific cash value from a charge
card. The traveler's check may be redeemed at any authorized
merchant for that specific cash value.

An account transfer in which the account is moved to a different
span of control. This may also occur with an account transfer in
which the account is moved within the same span-of-control, but
the Central Account ID must change.

A list of MCCs or vendors that are included for authorization by
a agency.

Action for an account to take when a specific merchant attempts to
receive authorization. For example, Authorize, Decline, Refer, etc.

An account restriction that limits transactions to a specific group
of merchants.

Describes the type of business a merchant provides. All merchants
that provide a certain service or merchandise will have a similar
MCC. For example, all ATM cash advances are coded 6011.
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Follow these steps to maintain an Account Status:

Step 1

ACTION Account Inquiry/Malntenance
Search
Click on Account Inquiry/Maintenance from e e
. o b periiand sl rrilrri.«‘ﬁnl.lnwnt&? e mkserink "7
the EAGLS Main Menu. e e
Hubmit Cloar
RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy.

Step 2

ACTION

Click on the radio button next to the desired Search For
Search For criteria # Open Accounts
* Open Accounts (default option
P ( ult option) T Closed Accounts
* Closed Accounts
« All Accounts Al Accounts

RESULT

The selected Search For button is activated.

Step 3

ACTION Ssarch By
. ——
Click on one of tbe fpllowing Search By options s i
and type in the criteria: [—
* Account Number I

(Humenr Uniy
[ H T peartiony
[ 5] [ e et

* Last Name
* First Name: (optional field used in

conjunction with a search by last name) lod | tobe | Decsmiie
* Zip/Postal Code: (optional field used in m ,': }
conjunction with a search by last name) we [
« Business Phone (numeric fields only, =
please select one) e

* US or Canada

* International
* Social Security Number
* Hierarchy Depth
*[Browse Hierarchy|
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Follow these steps to maintain an Account Status:

RESULT

The selected search criteria displays.

Note: When using other Search By options,
multiple search results may display. Click on the
number of the account that you want to access.

Step 4

ACTION p—
Click [Submit]. —
RESULT Account Inquiry/Maintenance
The Account Inquiry/Maintenance T — T
screen displays. I o

Bk du tug

Avvount Holder kfunmualivn

\Account Masse |[TEHETS [omcs

Cy— JlieT TRET At AT
Weckeess 2 [ooc-az
lddia 3 [
ko 4 I
City foeroe
[T —— fea

St = -

ep 5

ACTION

Click on the Account Information

"jump to link".

RESULT i =
a [ BOLDIVTTYTE)
Account Information section displays. e e
[sraannnn
Step 6
ACTION Account Information
Click on drop down Account Status to close Ao s el
account and select CLOSED.
RESULT ik A e T
Crraun ek # 12345 Autlioraaton Cenlavh
Account Status field displays CLOSED s e
and a drop down box [¥] displays with a list : E
of closure reasons. e Beocd
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Follow these steps to maintain an Account Status:
Step 7

ACTION

Account Infermation

. . Progracn L'ype [Lravel
Select a closure reason from the list displayed e =
in the drop down box[v]. T o — |
Lesrata O I AT
RES U LT Tieactizate On I ML
Cpuen Suld TA4ah Authcrmadaen Contrnly
. [
The closure reason displays. S P —
Cormemicnr Chredes Ha
Coarmenianrs Check FTE Amount (i
[Travelers Checks Tes
AT Aiazicee Ha
[Ty Thiwen Card Yoz
et G

St 8 |Account Expiration Drare o300z
ep =

ACTION Account Information Maintenance Verification

. n Grganizational infarmation
Cllck Submlt . Cirtral Azeent T D)

eomal Arcout Hame uaL Loy
Crriral &zl Mg T T ]

RESULT

Account Holder Information
Acramme Wane TRETINTCOR TATTRNT

The Account Information/Maintenance . s v
Verification screen displays. asksts

T OEA UEM L e o)

Step 9

ACTION Maintain Account Infermation:
Confirmation

Verify that all information is correct

and click .

Vo e sucvessDully subadlled chisges [z
FREDRICK DAUFERT
sssoisbed wilh e Gollowing Hieavhy sl

RES U LT Trogram Mugakber L0000

Level Iumber DescriptionTfame

The Maintain Account Information: BT s0s0002 TIPARTMENT O DRFRHEE

ez ELICH LI DEFAFTMENT OF THE ATF.FORCE

Confirmation screen displays. w13

Step 10 s

ACTION JE——

R )

bt | ianst

Click the Account Inquiry/

Maintenance hyperlink.

Account Inquiry/Malntenance

Cirganizational Infarematian

RESULT ==

Ceutial At vl Hume UAT HiphbRLE

The Account Inquiry/Maintenance Ll
. Account Holder Information
screen displays. T e Fare
[Address L (N R TN
A Fesrrmma e
[EET— |
htdress A [
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Follow these steps to activate or deactivate an account

Step 1
ACTION
Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.
RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy.

Step 2
ACTION

Click on the radio button next to the desired
Search For criteria

* Open Accounts (default option)

¢ Closed Accounts

* All Accounts

RESULT
The selected Search For button is
activated.
Step 3
ACTION

Click on one of the following Search By options
and type in the criteria:
* Account Number
* Last Name
* First Name: (optional field used in
conjunction with a search by last name)
* Zip/Postal Code: (optional field used in
conjunction with a search by last name)
* Business Phone (numeric fields only,
please select one)
* US or Canada
* International
* Social Security Number
* Hierarchy Depth
+|Browse Hierarchy|

Account Inquiry/Malntenance
Search

Tio pecefreran usrtical mecimes s s s namwrs fdds,
e peeriisel sz rriderin fillmwiad by mm axberick "7
Fox: Fiorimg For " i il Fast Wiz firdl
il fired deawe mvaseuscy uardi e Fomex” aned T !
Nasr: Perrtid sarlivms sk Lingor ta rarp Lo e moarce oeanchee

submet | cicar

Search For
#+ Open Accounts

T Closed Accounts
 All Accounts

Search By

'_'_'_walnkcmlr]
'7wunmunm
[ H T peartiony
[ 5] [ e et

Level Dussber Deseription Name
pus i} PRI AL 1L | GO YL LT

T [

w3 [

Hi4 [

Hi [

A [

mw7 [

HLE [
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Follow these steps to activate or deactivate an account

RESULT
The selected Search By criteria displays.

Note: When using other Search By options,
multiple search results may display. Click on the
number of the account that you want to access.

Step 4
ACTION

Click Submit].
RESULT

The Account Inquiry/Maintenance
screen displays and will populate the appropriate
Hierarchy number and Agency Names fields.

Step 5
ACTION

Click on the Account Information
"jump to link".

RESULT

The Account Information section displays.

Step 6
ACTION

Click on the Activate On field and type in the
date on which the account should be activated.

Note: Accounts are activated at the end of the
day you specify.

RESULT
The Activate On date displays.

ROECOE ICHFR
SESL0003013 000

Siuni | Pt |

Account Inqulry/Malntenance

Organizational Information

{Central Accomt D ROS002

{oentral Acconat Hame

[TAT TSAFNTSE TEST

Fmrteal boreomrt Wrmbar

FARE [P TOrnARTng

Bk du tug

Avvount Holder kfunmualivn

\Account Masse |[TEHETS [omcs
Cy— JlieT TRET At AT

Weckeess 2 [ooc-az

lddia 3 [

ko 4 I

City foeroe

[T —— fea

oty [
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Follow these steps to activate or deactivate an account

Step 7
ACTION

Click on the Deactivate On field and type in
the date on which the account should be
deactivated.

Note: Accounts are deactivated at the end of the
day you specify.

RESULT
The Deactivate On date displays.

Step 8
ACTION
Click .
RESULT

The Account Information Maintenance
Verification screen displays.

Step 9
ACTION

Verify that all information is correct

and click )

RESULT

The Maintain Account Information:
Confirmation screen displays.

Step 10
ACTION

Click the Account Inquiry/Maintenance
hyperlink.

RESULT

The Account Inquiry/Maintenance
screen displays.

Account Information

|Program Type |Purchase

[Billing Type Individual

Account Status

|OPEN "]

|Activate On 0770572000
‘Deactivate On [07/25¢2000
Option Set # |27A

Account Information Maintenance Verification

Crganizational information

Ciriral Azt ™ ()

Ceniral oot Blame UL LQALIEL
Ciriral Arazermt Huantin e e )

Hack i lep

TRETINTCOR TATTRNT
il FL-TILEL
)

WREAT
Ca

s
A

T OEA UEM L e o)

Maintain Account Infermation:
Confirmation

Vo e sucvessDully subadlled chisges [z
FREDRICK DAUFERT
sssoisbed wilh e Gollowing Hieavhy sl

Trrogrem Mumbor Looioon

Level Iumber DescriptionTfame

HLI DMLV
ez A0
HI3

TITP ATTMEIT OT NRERHSRE
DEFAFTMENT OF THE ATF.FORCE

Bosan:
LAt B ERLE
B4R DN AR TO0T

Account Holder Information

R — FrECrCE. [peorerT
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Follow these steps to change a credit limit on an account:

Step 1

ACTION Account Inguiry/Malntenance

Search

Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy.

—
Last Wame:
Step 2 ————
ACTION
Click on the radio button next to the desired Search For
Search For criteria * Open Accounts
* Open Accounts (default option)  Closed Accounts
* Closed Accounts
« All Accounts Al Accounts
RESULT

The selected Search For button is activated.

Step 3

ACTION ey
. ——
Click on one of the following Search By options b Lo e
and type in the criteria: —
* Account Number [ I ——
'7me5'”
e Last Name E R Toesssiing
* First Name: (optional field used in S
conjunction with a search by last name) - —
* Zip/Postal Code: (optional field used in I
conjunction with a search by last name) we [
* Business Phone (numeric fields only, = ;
please select one) = ,’:

* US or Canada

* International
* Social Security Number
* Hierarchy Depth
«[Browse Hierarchy|
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Follow these steps to change a credit limit on an account:

RESULT

The selected search criteria displays.

Note: When using other Search By options,
multiple search results may display. Click on the
number of the account that you want to access.

Step 4
ACTION

Click .
RESULT

The Account Inquiry/Maintenance
screen displays and will populate the appropriate
Hierarchy number and Agency Names fields.

Step 5
ACTION

Click on the Account Information
"jump to link".

RESULT

The Account Information section displays.

Step 6
ACTION

Click on the Credit Limit field and type in the
new credit limit.

RESULT

The new credit limit displays.
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Follow these steps to change a credit limit on an account:

Step 7
ACTION
Click .

RESULT

The Account Information Maintenance
Verification screen displays.

Step 8
ACTION

Verify that all information is correct

and click .

RESULT

The Maintain Account Information
Confirmation screen displays.

Step 9
ACTION

Click on the Account Inquiry/Maintenance
hyperlink.

RESULT

The Account Inquiry/Maintenance
screen displays.

Account Information Maintenance Verification

)

WREAT
Ca

s

A

T OEA UEM L e o)

Maintain Account Infermation:
Confirmation

Vo e sucvessDully subadlled chisges [z
FREDRICK DAUFERT
sssoisbed wilh e Gollowing Hieavhy sl

Trrogrem Mumbor Looioon

Level Iumber DescriptionTfame

HLI DMLV
ez A0
HI3

TITP ATTMEIT OT NRERHSRE
DEFAFTMENT OF THE ATF.FORCE

HIA

HL3

1Le
I3

Bosan:
LAt B ERLE
B4R DN AR TO0T
Euck tn tup

Account Holder Information

R — FrECrCE. [peorerT
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Follow these steps to order/reorder Convenience Checks:

Step 1
ACTION

Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy:.

Step 2
ACTION

Click on the radio button next to the desired
Search For criteria

* Open Accounts (default option)

* Closed Accounts

* All Accounts

RESULT

The selected Search For button is activated.

Step 3
ACTION

Click on one of the following Search By options
and type in the criteria:
* Account Number
* Last Name
* First Name: (optional field used in
conjunction with a search by last name)
* Zip/Postal Code: (optional field used in
conjunction with a search by last name)
* Business Phone (numeric fields only,
please select one)
* US or Canada
* International
* Social Security Number
* Hierarchy Depth
*|Browse Hierarchy|

Account Inquiry/Malntenance
Search

Tio pecefreran usrtical mecimes s s s namwrs fdds,
e peeriisel sz rriderin fillmwiad by mm axberick "7
Fox: Fiorimg For " i il Fast Wiz firdl
il fired deawe mvaseuscy uardi e Fomex” aned T !
Nasr: Perrtid sarlivms sk Lingor ta rarp Lo e moarce oeanchee

submet | cicar

Search For
#+ Open Accounts

T Closed Accounts
 All Accounts

Search By

......... & T T Jotawscoum
(umenc s
I Sl Sty & [ I
Mty Dyl [Tarmentt e ] e ey
Level Dussber Uescristion/Name
pus i} PRI AL 1L | GO YL LT
T [
w3 [
Hi4 [
Hi [
A [
mw7 [
HLE [
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Follow these steps to order/reorder Convenience Checks:

RESULT
The Search By criteria displays.

Note: When using other Search By options,

multiple search results may display. Click on the

account number of the account that you want
to access.

Step 4

ACTION
Click Submit].
RESULT

The Account Inquiry/Maintenance
screen displays.

Step 5

ACTION

Click on the Account Information
"jump to link".

RESULT

Account Information section displays.

Step 6

ACTION

Scroll down to Convenience Checks.
Click on Reorder.

RESULT

The Order Convenience Checks
pop-up window displays.

Account Inguiry/Malntenance

Infarmation

LA

TEST ' D0EF ACCT MO2s0i:
=

Accuunt Inf; 1
Frogroon Top
e Lypc
naml Sl e :
CLOSEDE7 AaTe |
I MALATITICF Y YY)
I AT
172345 Bl SR
[EIIm

Order Convenlence Checks
“*| Account Information
Tocgrin Hurkar  WIN0GM G4
(= [I— Deacriptinn N ame
HL1 A EAGLE TEST OO0 M025002 LL
HLE
uLs
jus]
S R 1]
Account Statal e
[Froseina e 1 P17
Iy B ik
Ceniredy Bled ) Fer T
T [T Ihblﬁ(!(.\:]llltl.l [EO]
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Follow these steps to order/reorder Convenience Checks:
Step 7

ACTION Order Convenience Checks
Click on the Number of Checks drop down
box[v]and select the number of checks you want S S
to Order' Laval Mumhear Daseriptinn Mames
RES U LT 1.1 LAY EAGLTSTOST COSI2ZR002 LL
HL=®
HL:=
The number of checks selected displays. =
[1F]
HL?
Step 8 s
Mecomat Mamar IS TACCOCCNL B ORI MES
ACTION |Aecuunt Nurmber E6210000012300
Asency Name EAGLE TEET 20 M25002 L1
. n Apeney TN 00
Click|Submit]|. FR———— 5 =
Subrril I Cleur I Curicel I
Note: You may click|Clear|to return to the Order
Convenience Checks screen to modify your order. Comeh DI Bk e e O AR e e
Order Convenlence Checks
RESULT Verification
The Order Convenience Checks P el ek b il yan s sl
Verification screen displays. e
$e5 | awine e
HLZ
pITo
Step 9 w

ACTION =y el ) B e e) Rl | e ﬁ

Order Convenience Checks
Confirmation

Verify that all information is correct

and click .
RESULT

The Order Convenience Checks
Confirmation screen displays.

Step 10

ACTION [ ——
i
Click . Sl || Pt |
RESULT Account Inquiry/Maintenance
Organizaticna Inforration B
The Account Inquiry/Maintenance Cored Ao R —
d- 1 Cuntnad fue o Blanibie LRI OGIEE
screen displays. i
A  Holder Inform
Accumt Wame T [cramea
ldress 1 b oriow
Ssbb e 7 Framn
lddress fCvTr) T
&b 4 Frion
ity horFoL:

EAGLS User’s Guide 01/08/01 — Page 114




Account Inquiry/Maintenance: Maintaining Individual Accounts — Chapter 4

Follow these steps to order/reorder Traveler’s Checks for IBA’s:

Step 1
ACTION

Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy.

Step 2
ACTION

Click on the radio button next to the desired
Search For criteria

* Open Accounts (default option)

* Closed Accounts

* All Accounts

RESULT

The selected Search For button is activated.

Step 3
ACTION

Click on one of the following Search By options
and type in the criteria:
* Account Number
* Last Name
* First Name: (optional field used in
conjunction with a search by last name)
* Zip/Postal Code: (optional field used in
conjunction with a search by last name)
* Business Phone (numeric fields only,
please select one)
* US or Canada
* International
* Social Security Number
* Hierarchy Depth
+|Browse Hierarchy|

Account Inquiry/Malntenance
Search

Tio pecefreran usrtical mecimes s s s namwrs fdds,
e peeriisel sz rriderin fillmwiad by mm axberick "7
Fox: Fiorimg For " i il Fast Wiz firdl
il fired deawe mvaseuscy uardi e Fomex” aned T !
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Follow these steps to order/reorder Traveler’s Checks for IBA’s:

RESULT
The Search By criteria displays.

Note: When using other Search By options,

multiple search results may display. Click on the
account number of the account that you want

to access.

Step 4
ACTION

Click Submit].
RESULT

The Account Inquiry/Maintenance
screen displays.

Step 5
ACTION

Click on the Account Information
"jump to link".

RESULT

Account Information section displays.

Step 6
ACTION

Scroll down to Traveler’s Checks.
Click on Reorder.
RESULT

The Order Traveler’s Checks
screen displays.
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Follow these steps to order/reorder Traveler’s Checks for IBA’s:

Step 7

ACTION
Type Thomas Cook Agent code in the Thomas e stoen w1 P
Cook Agent Code field. s Sook dgm Ok |
RESULT

The Thomas Cook Agent code will display.

Step 8

ACTION Requesters Information
Type requester work phone number e —_—
in Work Phone Number field. Diate of Order MRRZ000
Tune of Order 13:8:33
RES U LT Lasl Name HATLES
. First Hame CARL
The requester work phone number displays. Worlk Phone Rozezazd
Step 9
ACTION
Address Information
Type the address where the traveler’s checks Address 1 |
are to be mailed in the Address Information ik :
City
text field. Slate ]
RESULT Country ]
Zin —
The account holder Address
Information displays.
Step 10
ACTION
Travelsrs Checks Datails
Type number of packs you want to order MEDOLKUS _ _ -
X ) Trenumenalion [ m Book 4 jn Brick Qunntily Value
in the appropriate fields. w0 s a0 i —
fino n i ] F 1
£30 : ] T k
1 b
RESULT N T
I |
The requested quantity and value displays. o ‘ - ,;— L
£100 1o 100 TR k
Note: The dollar amount available will ffzo - & ,','— 'f’,mhm—
be designated by your agency and oo oase o ] F
. . £100 [Losen 10 T k
available credit. = oo 5 1
£1000 [Farate o | .
TOTAL peann |
o |
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Follow these steps to order/reorder Traveler’s Checks for IBA’s:
Step 11

ACTION Order Travelers Checks
Click . Confirmation
RESU LT Your Lraveles U}.IBL;: Luave been vrdered,
The Order Travelers Checks Confirmation
screen displays. AR S 0 DK S AR T (R ATk seavel
Step 12
ACTION

Account Inquiry/Maintenance

Search
Click OK].

Tv pedform purtial name searckey on non newnic filds,

eneter partiof seaveh criteria followed by an asterisk ™!
Ex: Engevieg Jo*'in the Last N field
RES U LT will fined st s " Tohinson!

i, Pt T o B b sl B W Lo
The Account Inquiry/Maintenance Search sam| o |

. Search For
screen displays.

& Dpen A comks
O Qloced Arcounts

O Al Auvounls
Search By
O Acnonnt Hismber

[ Tas Mamr:

Epilusal Cud:

T Burnes o
RP bl 11 (Humens Cuivy

EAGLS User’s Guide 01/08/01 — Page 118




Account Inquiry/Maintenance: Maintaining Individual Accounts — Chapter 4

Changing Authorization Controls

Description

The Authorization Controls function may be conveniently accessed by
clicking on the hyperlink located in the Account Information section of the
Account Inquiry/Maintenance screen. The Authorization Control
Maintenance screen allows you to request a change or update to authorization
controls for an individual account or Merchant Category Code Group
(MCCQG). Account-level controls are designed to limit account spending per
cycle or during a designated time period, such as setting a single-purchase
limit, a monthly spending limit, or cash advance limit.

What you will
need before
you begin

» Account Holder Name
or
* Account Number
or
* Social Security Number
or
* Hierarchy Level within your span of control

In this lesson
you will learn

How to:

* Adjust account holder daily, monthly, cycle, and/or designated time
period ATM cash limits

* Adjust account holder daily, monthly, cycle, and/or designated retail
spending limits

* Adjust account holder single purchase limits

* Authorize use of foreign currency

* Authorize and adjust purchase locations with a specific Merchant
Category Code Group (Cash, Retail, Mail Order, etc.)

Situations where
you may use
this function

* When an account holder’s travel needs change
* When an account holder is abusing card use privileges

The screens
you will use in
this lesson

» Account Inquiry/Maintenance Search

* Account Inquiry/Maintenance

* Authorization Controls Account Maintenance
 Authorization Controls Verification

* Authorization Controls Confirmation

Available
hyperlinks

Not applicable
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What You Need to Know:

* When you update Authorization Controls in EAGLS for an individual account, they are
queued to GCSU for processing.

* GCSU will process the Authorization Controls request within 24 to 48 hours.
* GCSU will not process Authorization Controls requests on weekends and holidays.

* You can only submit one Authorization Control Maintenance request per account within a
24-hour period.

» Standard card authorization control limits may not be modified if the card was originally
issued as restricted.

* For any card which contains more than one MCCQG, if it is necessary to increase the account
holder’s authorization limits, the credit limit must be adjusted to cover twice the total
authorization limit (agency dependent).

For example:

If the monthly Then the total And the Credit Limit

authorization limits are... authorization limit is...  should be...

Currently: $5.000 10,000
Travel limit - $4,250 ’

Retail limit - $250
Cash limit - $500

Increas.ed.to: 8,250
Travel limit - $7,000
Retail - $250

Cash limit - $1,000

16,500

This would allow the account holder to spend $8,250 during January, and while he is waiting
for the account to cycle, he has access to an additional $8,250 to spend during February, the
next billing cycle.

* Account holders can also contact GCSU directly for total cash amounts not to exceed $1,000
per month.

* A credit limit increase does not automatically increase the amount of cash an account holder
can use per cycle, therefore you must make the changes in Authorization Controls.

* A cash line increase must be requested through the Authorization Controls hyperlink
on the Account Inquiry/Maintenance screen or by calling a GCSU representative.

* The account holder does not have access to the Authorization Controls hyperlink.
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{@3‘ What You Need to Know:

the account holder’s travel needs.

* You can approve cash limit increases based on your agency’s policies on an account based on

Key Terms
Bypass

Cycle: Amount Limit

Cycle: Transaction Limit

Daily Transaction Limit

Daily: Amount Limit
Divert

Exclude

Include

Monthly: Amount Limit

Monthly: Transaction Limit

Option Set ID

Other: Amount Limit

An action option under an MCCG control that allows a
group of merchant category codes to bypass the
authorization process.

The dollar amount that an account holder is allowed to
spend during an account cycle for a given MCCG control.

The number of transactions that an account holder is
allowed to make during an account cycle for a given
MCCG control.

The number of transactions that an account holder is
allowed to make on a daily basis for a given
MCCG control.

The dollar amount that an account holder is allowed to
spend on a daily basis for a given MCCG control.

An action option under an MCCG control that advises the
merchant to call Bank of America for authorization.

An action option under an MCCG control that excludes a
specific group of merchant category codes to be included
for authorization.

An action option under an MCCG control that allows a
specific group of merchant category codes to be included
for authorization. This is the only option that should be
usedfor MCCG controls.

The dollar amount that an account holder is allowed to
spend during a calendar month for a given MCCG control.

The number of transactions that an account holder is
allowed to make during a calendar month for a given
MCCG control.

A five-digit number that defines the set of authorization
controls assigned to an account. This field is defined by
Bank of America.

The dollar amount that an account holder is allowed to
spend during a specific period for a given MCCG control.
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Key Terms

Other: Transaction The number of transactions that an account holder is allowed

Limit to make during a specific period for a given MCCG control.
The length of the authorization period will be determined in the
Total Number of Days field. For instance, you may restrict cash
advances so that the account holder may only withdrawal $200
every 10 days.

Refresh Date The date from which the Total Number of Days will begin. For

instance, you may designate 06/01/2000 in the MM/DD/YYYY
format as the starting date for a given MCCG control. The
transaction limit and amount limits will "refresh" every pre-set
number of days from this starting date.

Single Purchase Limit A specific dollar amount that one purchase may not exceed.
Total Number of Days A specific period of time in days during which an account can

access a pre-set number of transactions and a pre-set dollar amount
for a given MCCG control.
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Follow these steps to change Authorization Controls:

Step 1
ACTION

Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy:.

Step 2

ACTION

Click on the radio button next to the desired
Search For criteria

* Open Accounts (default option)

* Closed Accounts

* All Accounts

RESULT

The selected Search For button is activated.

Step 3

ACTION

Click on one of the following Search By options
and type in the criteria:
* Account Number
* Last Name
* First Name: (optional field used in
conjunction with a search by last name)
» Zip/Postal Code: (optional field used in
conjunction with a search by last name)
* Business Phone (numeric fields only,
please select one)
* US or Canada
* International
* Social Security Number
* Hierarchy Depth
«|Browse Hierarchy]|

Account Inquiry/Malntenance
Search

e’ v Tl !
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Search For
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Search By
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[umem Lover 1 [ DReEE it
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Follow these steps to change Authorization Controls:

RESULT
The Search By criteria displays.

Note: When using other Search By options,
multiple search results may display. Click on the
account number of the account that you want

to access.

Step 4

ACTION ROSCOE JOWES

prE e

Click ) s

RESULT Account Inguiry/Malntenance

S UG
TIAT-RO AFRTS TRET
AR I nANEATONT

The Account Inquiry/Maintenance
screen displays.

IorHES

Step 5 —

ACTION

Click on the Account Information jump to link
located on the right top corner of the screen.

RESULT

Account Information section displays.

T
Tkl

T
BB Y Y
| MR YT
123> P

|

HHEEE

X

(R

Step 6

ACTION

REETH)

A 75 fthoutzarson Costros Malstenance - Wicirssf iteimcs Explores proied by SNt 0F AMERICA

Click on the Authorization Pt B i e pnheth e el B
Controls hyperlink. Account Limits |
Maintenance
RESULT
The Account Limits Maintenance |t DR
screen displays. e s
" {Crodit Limsit 510,000
Fame| Account Transaction Limit -
Cizna Wetmore,
Sirych: P chuams: Timal. I I
Dradly Cycle
- [Transaction Lirit {1 [Trarsaction Limit U

Account Stati| I
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Follow these steps to change Authorization Controls:

Step 7
ACTION

Type desired account limits in the appropriate
Daily, Monthly, Cycle, or Other fields.

RESULT
Data changes display.

Step 8
ACTION

Click on the drop down box [¥] for
Foreign-Currency Restriction Set,
select Yes to restrict card use in agency
specified currency.

RESULT
Data changes display.

Step 9
ACTION
Click|Finish|and go to Step 13.

OR
Click][MCCG Controls.|

RESULT

The Authorization Controls Account
Maintenance screen displays.

OR
The MCCG Controls Maintenance
screen displays.

Account Traneaction Limit

tingle Prrhase Lint

Dyl

Cyele

Tremtive Lol | T Tremsctive Lol TR
it Lt [ it Lt [
Menshiby Other
ransarton | amit [n [ ranzartion | amet n
s Timil T ewoed Tiil ]
Mot No of llags 1|
[Bckcsh Dhde [Pz
CRMALEY § )
Fareign Gurrency Information
Farmgn Cnrrency limstncicn bt T B
Fargn' Iyps Trnide 3
Farrinn dntinn |narina

MCCG Controls

Malntenance
FCHATECHEROTY
P TEAN SR
G AT
T
Fatict
[imen 3
i Lamit
T Tnobmot Lo | ETITI—
T Ty
Taatalea Momnebwlas [
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Follow these steps to change Authorization Controls:
Step 10

ACTION

Tab to the MCCG Action field, click
on the drop down box, and select the
desired action.

RESULT

The action you selected displays.
The actions include the following:
* Include — includes all the allowable
charges under selected MCCGs

* Exclude — declines all charges under

selected MCCGs

* Refer — refers all merchants under
selected MCCGs to contact GCSU

* Divert — diverts all charges from
MCCGs selected to CBA

* Bypass — bills directly to corporate
account instead of individually
billed account

Step 11

ACTION

Tab to the MCCG Transaction Limit section
and Vendor Information section, update
field(s) you want to maintain.

RESULT

MCCG Controls
Maintenance

Arcousl Name

JCHATHONERCWH

Arcound Number

A1RELAOIEUE S 20E

Agancy Mama

Cealral Accoant ID

T ATRE
250002

DACCG Tabbe Name

Fre

OGS Acucu

| [ |

MCCG Transaction Limit

aler
it

Eoande Furtese Lo

S

Wendor Information

[Vindes Chock

3

|

Viuwdes Type
Vendos Aclou
V' ohd Prefarred Lables

A WG|

m

|
dine

|
e WAL 3 C s | 1lAkts |:|;w| 1 inih

(=]

The requested changes display. - T
Note: Repeat Steps 9-12 by clicking on Next
MCCG Controls until all tables are exhausted.
Step 12
ACTION Search For
. [ Hew' Status
Click[Finish]when all tables are exhausted. O Pradiiy Staus

RESULT

The Authorization Controls Account
Maintenance Verification screen displays.

O "Approved Status
[ "Lreckned’ Stats
Sort By

IN::cclunlNamc 'I

Fosting Data

IMPORTANT: Once you have clicked [Finish]you
may not update the authorization controls for this
account for 24 hours or until GCSU has competed
the request.
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Follow these steps to change Authorization Controls:

Step 13

ACTION
Authaerization Controls
Verify that all information is correct and Confirmation
click .
RESU LT Yons hawe successfilly mamtained Acccunt Conbrols for
JONMATIIONBROWI JR.
The Authorization Controls Confirmation ok |
screen displays.
Copyright © 1999 Bank of Ameriea, NA (USA) Al rights reserved.
Step 14
ACTION nocoz sz
Click [OK]. g
RESULT Account Inguiry/Malntenance
The Account Inquiry/Maintenance Search (T
screen displays. o s TR
iz Avvad s 431 EA000EET0NT
Bacl ts tap
Account Holder Information
Accomnt Nama IESED [iers:
Address | [T TTRT ArnnL T
inddesy 2 DOC-302
A ]
b ddrnez 4 [
Uity [HoRroLy

EAGLS User’s Guide 01/08/01 — Page 127



Account Inquiry/Maintenance: Maintaining Individual Accounts — Chapter 4

Transferring Accounts

Description

What you will
need before
you begin

In this lesson
you will learn

Situations where
you may use
this function

The screens
you will use in
this lesson

Available

You will be able to transfer an account from one hierarchy to another by
completing a Simple Transfer Account or a Two-Stage Transfer Account.
You can perform a Simple Transfer Account by simply changing the hierar-
chy number on the Hierarchy Information section of the Account
Inquiry/Maintenance screen. By clicking on the hyperlink located at the
bottom of the Hierarchy Information section you can perform a Two-Stage
Transfer Account. This hyperlink will not display if the account is closed.
The Transfer Account functionality is available to Individual Accounts only.

» Account Holder Name
or
* Account Number
or
* Social Security Number
or
* Hierarchy Level within your span of control

How to:

* Differentiate between a Simple Transfer Account and a Two Stage
Transfer Account

* Determine when to complete a Simple Transfer Account and when to
complete a Two Stage Transfer Account

* Complete a Simple Transfer Account and a Two Stage Transfer Account

When an account holder:
* Transfers to another hierarchy
* Was set up in the wrong hierarchy

Simple Transfer Account

* Account Inquiry/Maintenance

* Account Information Maintenance Verification
Two Stage Transfer Account

* Transfer Account - Sending

* Transfer Account Verification

* Transfer Account Message

* Transfer Account Queue Search

* Information Large Search Results

* Transfer Account Multiple Search Results
* Transfer Account - Receiving

* Transfer Account Option Set ID Selection

Not applicable
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{@3‘ What You Need to Know:

You can transfer an account from one hierarchy to another by completing a Simple
Transfer Account or by completing a Two-Stage Transfer Account.

If you input a Central Account Number on either of the search screens, you will receive
an error. Transfer Account is only available for individual accounts.

SIMPLE TRANSFER ACCOUNT

When transferring an account that does not require a change in central account ID
and it’s within your span of control, you should follow these Simple Transfer
Account procedures.

You will not be able to submit a transfer if one is already pending. You will see a flag
message at the bottom of the Account Holder Information section that reads "4
Hierarchy Transfer is pending on this account." This will cause the Hierarchy Display
to be "read only."

Simple transfers are effective after the Data Exchange File (DEF) update.

TWO-STAGE TRANSFER ACCOUNT
Sending A/OPC

Sending A/OPC — the A/OPC who submits the Transfer Account request. This A/OPC
will be losing the account from their hierarchical span of control.

When transferring an account that is outside your span of control or requires a change
in Central Account ID, you should follow this two-stage transfer procedure.

+ Stage one is completed by "Sending" A/OPC

+ Stage two is completed by "Receiving" A/OPC

Transfer Account hyperlink in the Hierarchy Information section will take you com-
pletely out of the Account Inquiry/Maintenance screen. Any changes not submitted will
be lost.

Transfer Account hyperlink will not show on closed accounts and you will not
be able to submit a transfer.

You will not be able to submit a transfer if one is already pending.

A Sending A/OPC has the option to deactivate an account on the transfer date
to prevent further transactions from accruing on the account that would bill to
the old hierarchy.

The Receiving A/OPC can reactivate the transferred account once received into
the new hierarchy.

For any transfer that involves a Central Account ID change, the changes are effective
on the first day after the account cycles. However, if the account being transferred has
no current transaction activity, including payments, credits, or purchases, the changes
are effective after the Data Exchange File (DEF) update.
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What You Need to Know:
The following chart outlines when to use the Simple or Two-Stage Transfer Account function.

If the Transfer
Account is...

And the transfer...

DOES NOT REQUIRE a| © f)sl}owlth; proc;edires fort
Central Account Change | & S'MPe transier accoun

(can be performed on the Account
within the A/OPC’s Inquiry/Maintenance screen)
span of control

REQUIRES a Central Follow the procedures for the
Account Change Two-Stage Transfer Account
(can be performed via the
Transfer Account hyperlink)

DOES NOT REQUIRE a | Follow the procedures for the
Central Account Change | Two- Stage Transfer Account

is NOT within (can be performed via the
the A/OPC’s span Transfer Account hyperlink)
of control

REQUIRES a Central Follow the procedures for the
Account Change Two-Stage Transfer Account
(can be performed via the
Transfer Account hyperlink)

TWO-STAGE TRANSFER ACCOUNT

Receiving A/IOPC

Receiving A/OPC — the A/OPC who receives the Transfer Account request. This
A/OPC will be receiving the account in their hierarchical span of control.

*Within the Transfer Account Queue, transfer requests to be worked display with the
account number underlined and are hyperlinks to the Transfer Account screen.

* The Receiving A/OPC has the option of flagging the account for reactivation when the
account cycles or keeping the account deactivated until a later date.

* If a central account change is involved, the actual changes to hierarchy, central
account, and authorization control options will be pending until Cycle Date + 1 day.
However, if the account being transterred has no current transaction activity, including
payments, credits, or purchases, the changes are effective after DEF updates.

* You will not be able to submit a transfer if the account is closed.

Select status... When...

New requests have been submitted to be worked. You can also
N select New to return the request to queue to be worked by an
ew alternate A/OPC or when hierarchy maintenance was performed
and the new hierarchy is not within your span of control.
Pending You want to pend the request for further review.
Approved All of the data elements meet the transfer criteria.
Declined Account was erroneously transferred to your hierarchy.
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Key Terms
Not applicable
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Follow these steps to complete a Simple Transfer Account:

Step 1
ACTION

Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy:.

Step 2
ACTION

Click on the radio button next to the desired
Search For criteria

* Open Accounts (default option)

* Closed Accounts

* All Accounts

RESULT

The selected Search For button is activated.

Step 3
ACTION

Click on one of the following Search By options
and type in the criteria:
* Account Number
* Last Name
* First Name: (optional field used in
conjunction with a search by last name)
* Zip/Postal Code: (optional field used in
conjunction with a search by last name)
* Business Phone (numeric fields only,
please select one)
* US or Canada
* International
* Social Security Number
* Hierarchy Depth
Browse Hierarchy]|

Account Inquiry/Malntenance
Search

Tio pecefreran usrtical mecimes s s s namwrs fdds,
e peeriisel sz rriderin fillmwiad by mm axberick "7
Fox: Fiorimg For " i il Fast Wiz firdl
il fired deawe mvaseuscy uardi e Fomex” aned T !
Nasr: Perrtid sarlivms sk Lingor ta rarp Lo e moarce oeanchee

submet | cicar

Al e

Search By

T fuoass Humbez

Search For
#+ Open Accounts
 Closed Accounts
¢ All Accounts

Search By

Tiin Cicads [ P T— ey
Fa— — T

O Social Sacmcy # O arcierbe

I Tty Thgih [Cument Lovel 5] [ Drawac lismrchy
Tavnl Number Dwacriptmn Name
HLI FUSLDE IEFARTMENT T DEFENSE
JiT) 1
HLE |
T4 ]
ms I
HLb 1
HLE ]
& ]
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Follow these steps to complete a Simple Transfer Account:

RESULT
The Search By criteria displays.

Note: When using other Search By options,

multiple search results may display. Click on the

account number of the account that you want
to access.

Step 4

ACTION
Click Submit].
RESULT

The Account Inquiry/Maintenance
screen displays.

Step 5

ACTION

Scroll to the Hierarchy Information section.

RESULT

The Hierarchy Information section displays.

Step 6

ACTION

Type in the hierarchy levels to which the
account is being transferred.

RESULT

Hierarchy levels for receiving hierarchy display.
OR

Click [Browse Hierarchy[and select

the hierarchy string to which the account

is being transferred.

Note: [Next Levelland|Previous Level|will move

you between hierarchy levels within your span
of control.

RO JUHES
MRLNEN

Submi | [Feset |

Account Inquiry/Maintenance

Organizational Information
Foestral Accout I TNz

TIAT TQATETS TEST
FABELA0000507 007

i entral Accounk Mame
{Cestral Accoust Mumber

Account Holder Information

Himrarchy Information Fierwan Hmmimhy:
Tl il Towacriptiun Tamm
EHLL FOS000E TIREATTWTHT CT TRETHET
L | T TIFT-A R TWFNT <F THF. ATR FORTE
HLE | ECHE TIO AT
HLy
L]
s
m? 1
o T L]
wscalinr Aoce e
Rk = i
Hierarchy Information B weak Hice ity
Luvel Humber Lrewcrmption MNuoe
HL1 e TEPARTMTHT O TITFTHAT:
wa 2000004 TEPARTWENT OF THE ATR FORCE
M | [aare I ATRC
ImA [urimes
HLY 100000
HiA [raanan |
Iw? [
HLE 10000
Aresunt
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Follow these steps to complete a Simple Transfer Account:

Step 7
ACTION

Click :
RESULT

The hierarchy numbers and description/name of
the receiving hierarchy display.

Hierarchy Information

Level | Fumber DescriptionTiame

R | ooz DEFARIMENT OF DEFENSE

HLY [Foanmna | DEPATTWINT CF TUE AT FORCE

fat] [ETEEEl LUt 1R

4 [auazr] 10 ALK FRC

A | Co

ms | [oww]

e [poaea |

HLY [poaoma |

Step 8
ACTION

Click .

RESULT

A prompt box will display with the
following message "You have changed hierarchy
information. Please enter a central account ID."

Step 9
ACTION

Type the Central Account ID for the receiving
hierarchy in the text field.

RESULT

Account Inquiry/Maintenance

Organizational Information
Cemtral A
Conlred 4 Jevaborot Prompe: i

Yous hivoe shvrersd hinsmirh Inleamotinn -
Rl acd |
I
Account Holder Information
Accaunl Wame Jrrenrrr [rrrerann
Adddress | |20’JMMEI’¥CIALI"L4THFL

BHANDON WALSH JH

Account Inquiry/Malntenance

arganlzatdonal Information

The Central Account ID displays.

Note: If incorrect central account ID is entered
or if central account ID is not known, then a
Two-Stage Transfer is required. (see Stage Two
Transfer Account procedures)

Contral Acoeurd 1Lb EUETH P

Critral Avxcoord Wimme [TAT HOAFRT

Contral Acoeunt Musmber R T 2000 T
Tack to top

Account Holder Information

Arcount Fume [ fevalsH s

Addrass | IR

Akl 2 [ure-100-04-04

Addeves £ [

pT— [

City [0
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Follow these steps to complete a Simple Transfer Account:

Step 10
ACTION

Click[OK].
RESULT

The Account Information Maintenance
Verification screen displays as "read only."

Step11
ACTION

Click to accept orto correct.

RESULT

The Maintain Account Information
Confirmation screen displays.

Account Information Maintenance Verification

U000
TAT-HOAFRTE
LAARE [500AAN TS

RARVET R RCARIATT
(2 COMMERCIAL FL ATIIFL
VA TUI-040a

LAFEFRE

BEEN U s oruanany

Maintain Account Information:
Conflrmation

Ven hawe surrrssfidly mibmittnd changrs for
FREDRICK TATTFERT
aszaciated with the fellowring Hicrarchy struchre:

Frogram Mumber 1000000

Lavel Humber DezcripionTVame

HL1 2050002 T/EP ARTMENT UJF DEFENEE

HLZ 2000004
o=

DEPARTMENT OF THE AIR FORCE

HTA

HLY
iy

HT.?

HLy

nepuirgh wintenanee

Copyright 12 199 Ranlr af Amierizn, 104 JIRAL AT vights marrued.
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Follow these steps to send a Two-Stage Transfer Account:

SENDING A/OPC — Stage One

Step 1
ACTION

Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance Search
screen displays with user’s default hierarchy.

Step 2
ACTION

Click on the radio button next to the desired
Search For criteria

* Open Accounts (default option)

* Closed Accounts

* All Accounts

RESULT

The selected Search For button is activated.

Step 3
ACTION

Click on one of the following Search By options
and type in the criteria:
* Account Number
* Last Name
* First Name: (optional field used in
conjunction with a search by last name)
* Zip/Postal Code: (optional field used in
conjunction with a search by last name)
* Business Phone (numeric fields only,
please select one)
* US or Canada
* International
* Social Security Number
* Hierarchy Depth
*|Browse Hierarchy|

Account Inquiry/Malntenance
Search

il fired deawe miazeus -
Nase: Perrtind soarclivns sk Lingor ta car

submet | cicar

Search For
#+ Open Accounts

T Closed Accounts

¢ All Accounts
Eearch By
£ Azt Fianibr 1
I Lot Mame 1
Ghoticnn! Criterin with Lozt B
Jurst Dlasoe 1
plPntal €2 1
[ Tusiness Tone
Tiin Cicads [ P T— ey
Tnlcmativad frS—"
O Social Sxemiy # gt
) Frerurchy Thgiths [Cument Lovel 5] [ Drawac lismrchy
Tavnl Nmmbwr Dwacriptmn Name
HLI FUSLDE IEFARTMENT T DEFENSE
JiT) 1
HLE |
T4 ]
ms I
HLb 1
HLE ]
& ]
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Follow these steps to send a Two-Stage Transfer Account:

RESULT
The Search By criteria displays.

Note: When using other Search By options,
multiple search results may display. Click on the
account number of the account that you want

to access.

Step 4

ACTION ERAMLOCH WALSH IR
. ry Submn | Roeot
Click [Submit|.
RESU LT Account Inquiry/Maintenance
. . rganizational Infformation
The Account Inquiry/Maintenance i v e
Screen displays. o Aol HHumilser M UL

L ot M agie | SN |
Adderen 1 | T T NI

FE—

i dran 3 ]

Step 5 - —

ACTION Account Holder Information
. Account Name [oRarcon (TG
Click on Account Holder Information e (i3 el A A
"jump to link". s fese 100 1404
Address 3 [
RESULT [r— |
The Account Holder Information == Lot

section displays.
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Follow these steps to send a Two-Stage Transfer Account:

Step 6

ACTION
. Hierarchy Information Hrumesu Hivrarctyy
Scroll to Hierarchy Information section and o B _
click Transfer Account hyperlink. mL | 9 )
s E T hE Canccl !
Ly E
RESULT ZRN
ms |
A message displays "You are attempting =6 |
to leave the Inquiry/Maintenance Results — :
screen. Any unsubmitted changes will be lost. e
Select OK to continue." .
Note: The Account Transfer hyperlink in this
section will take you completely out of the
Account Inquiry/Maintenance screen and any
changes not submitted will be lost. If any other
maintenance needs to be performed on the
account, click[Cancelland submit changes prior
to transferring the account. The transfer account
hyperlink will then be available from the
confirmation screen.
Step 7
ACTION Transfer Account - Sending
Click |OK .
RESULT Transfer From Hierarchy
The Transfer Account — Sending screen displays. :“*:m Tz ———
count [Name RTALSTIIT € nmber

Aremmt Stames Clpen

Central Account Name TAT-HOAFET  Central Account Number<d4261 20000587577
Sending A/OPC Name ACCOUHT UAT Sending A/OPC Thone |

Lewved Number Desenplion/Name

ML (3050m2 DEFARTMERT OF HEFENEE
HL: 2000004 DEFARTIMENT OT TIE ATR. FORCE
HI3 (30431 HQ AFRC

Im4

HLS

Hldé

Im.7

HLE
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Follow these steps to send a Two-Stage Transfer Account:

Step 8
ACTION
Click in the Sending A/OPC Phone field.

RESULT

The cursor appears in the Sending A/OPC
Phone text box.

Step 9
ACTION
Type the sending A/OPC’s phone number.

Note: The Sending A/OPC Phone is a
required field.

RESULT

The sending A/OPC’s phone number displays.

Step10
ACTION

Scroll to the Transfer To Hierarchy section.

RESULT

The Transfer to Hierarchy section displays.

Transfer Account - Sending

Transfer From Hierarchy

Agenry Name Hij &FH

BERANDOLT
Aeeammt Namae A LSH IR |,'\rrnm|r Numhber
Aceaunt Stams Chpen

Central Aceount Name [TAT-HOAFET }thd.%.enmtﬂmnbu-MSSQUlmUSE?Sﬂ
Sending A/0PC Name 4 CCOTET TAT Fmdmg A/OPC Phone I

Level Nmreber  Descriptioname

HLI |#050002 ITEPARTMBRE OF TTKEENER
HLE 2000004 DTFARTHMENT OF TIE ATR TORCE
IOL: 33172 HI} AFRLY

HI4

oLs

HLR

oLy

HLK

Transfer Account - Sending

Transfar From Hiararchy

Agency Name HQ AFEC

[PRANTION
Accounl Name SIALSTI TR Accounl Numbur
Account Statms Chpen

(Central Aceormt NameTTAT-HOAFRT  Central Aceome Mamber 4456120000587 577

Sending A/OT'C Name ACCOUNT UAT Sending A/OPC Phone |14 r-441-1204

Transfar To Hierarchy

Fiemmdy Tewnd | EiowWES |

Tevel Numher DescriptionMame
HL1 AU TIEPATTMINT OF NEFEHER
HI.2 [

HL3 1
4 [
1S 1
TR |
HLY [

MLy ]
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Step 11

ACTION

Type in the hierarchy levels to which the
account is being transferred.

RESULT

Hierarchy levels for receiving hierarchy display.

OR
Click{ Browse Hierarchy| and select the
hierarchy string to which the account is
being transferred.

Step 12

ACTION
Click[Select].
RESULT

The hierarchy numbers and descriptions of
the receiving hierarchy display.

Step13

ACTION

Type date in the Date To Deactivate Account
text fields in MM/DD/YYYY format, if the
account is to be deactivated during the transfer
process. (Optional)

RESULT

Date to deactivate account displays.

Note: The Deactivate Account Date must be
a later date.

Follow these steps to send a Two-Stage Transfer Account:

Tranafer To Hierarchy

Thierarchy Tewed | Orowse
Taal Niemher
LI IACN0
=T
HLE ' 111
T

(o [ L1 [ |

[ms [ 1 | |
mr | 1 | |
=TT

Parent Hisrarchiss
DERARTMENT

TEPARTMENT CF TIID AR FIRCT
__ 13 ATR FRL!

Avadable Hlerarchles

Sckeot Prev Level Mt Lewe| Cancel I

b | Clamr ]

Tranafer To Hlerarchy

Heravhy Levs] | B

1
|
E

Mmmbiur

Dhwexcrigiimme Mamme

HL1 Kl LEPAKTMINT OT DETRIST
HILA [7rinnnng TEPAEFTMENT ©T TIE AR FOLCE
firk] oz HI) AFRO
HLA 4043404 22 ATR TRC
AL ENERE-T] AFEC ZHAF NOVER AFE DE
s (A
HILY nnnnran
mwa [T
Transfer To Hlerarchy
Hicrzechy Lovel  JHWES
Level Tumubier DreyrritionTunwe
HL1 L AN TIET GOSNl T8
HLE Loopay B THST GLMLILUL L

FAM A TRET OO0 T3

E IR

§Fhn anmoumt e Surtays thie g pevaars, S 2l B
o v it the trens e t5 aRpraee S the acraunt ts runcttansed by M Rrecating ANPCT

Dt v Drevvate the Anoaed

fes 32000 | iy eyy)

St Clear I

J L g Y LT e nap—y
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Follow these steps to send a Two-Stage Transfer Account:

Step 14
ACTION

Click .

RESULT

The Transfer Account Verification
screen displays.

Step 15
ACTION

Click[OK] .
RESULT

If the transfer is out of the A/OPC’s span of
control, the Transfer Account Confirmation
screen displays.

OR
If the transfer is within the A/OPC’s span of
control, the following message displays :

Transfer Account
Verification

Tyuns Wisrily bz Infrnutive Budw.

Transfar From Hierarchy

Agancy
DName

H AFRC

i Accauml

Accomnt N JUNATHON SEOWN  [2ormim)
Accownd Slalus | e

[Fentral Accamst {11 aTRTS (Camtral Acomnt |oe consraimT
Mamae i [Nembor

Bendiug AOPC | ooy Ly ez ATOPC 1
Nama Thoas

Tavel | Tnmber  Deseription e

T [ssomz DEPAKIMEND OF DEFENSE

e |moome LEFARTMENY OF THE AIR FORLE

sl
T4
TG
T.f
m.?

WHIITR HO AFEC

Transfer Account
Message

Caunpirie: Have

Srnd i Dlactin A7 A Hrow Pt

Cageprigfed # 1908 Revah. uf 4 mmwrics, m;nsn; AN vigeix rearml.

"This account has been submitted for transfer.
Do you want to accept this transfer request now
since the new Hierarchy is within your span of
control, or do you want to send this transfer to
the Transfer Account Queue for completion at

a later time?"
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Follow these steps to send a Two-Stage Transfer Account:
Step 16

ACTION Transfer Account - Receiving
Click Complete Now. DS
Agency Name Ly AVRC
R ES U LT drcomnd Noame 1}:):%(#& ccom Nunber HARG 1200NS1380
Hucromnd Statay (Dpen. Fut Uue
The Transfer Account - Receiving o i o I " I i

screen displays.

Level Number  Drescriglivaame

HLL poswoie DETAFIENT OF DEFENGE
Az Eowe DETATIMENT OF [FE AT FORCE
OR W3 BReLE HOAFAC
HL4
HLS
ACTION 02

HLT
HIg

Click Send to Queue as a New Request. —

RESULT

The Transfer Account Search A/OPC
screen displays.

Note: The account stays in the current hierarchy
pending the completion of the second stage of the
transfer. After the account is received in the new
hierarchy, the change will not take effect until one
day after the account cycles.

(See RECEIVING A/OPC — Stage Two in this guide.)
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Follow these steps to send a Two-Stage Transfer Account:

RECEIVING A/OPC - Stage Two

Step 1
ACTION

Click on Maintenance from the EAGLS

Main Menu.

RESULT

The available options under
Maintenance display.

Step 2
ACTION

Click on Transfer Account Queue.

RESULT

The Transfer Account Queue Search
screen displays.

Step 3
ACTION

Click on one or more of the following
Search For options:

* New Status

* Pending Status

* Approved Status

* Declined Status

RESULT

The Search For criteria displays.

Step 4

ACTION

Click on the Sort By drop down box[v]
and select one of the following options:
* Account Name (Default option)
* Posting
RESULT

The selected Sort By option displays.

Transfer Account Queue
Search

Tir peerform peatinl manwt seanclies o non namerie fodds,
e partial seanch criteria fallovwed

by an averick "™

B Lot Last [ I
weill firnel st momey sncl s “Jones"and Jolnson'
Nute: Partial Arex bake lonper io

Clanr

Iric than exact 2

Search For

O 'Mew' Status

1 Tronding Suaus
O ' Apprewed Stams
O 'Decline’ fratos

Soal By Arrnund Hana 5

Transfer Account Queue
Search

T perforem pmeial name seanciies on nan nanweris fislde,
enter partial search cviteria fallowed by an avterisk "7
Ex: Entering Jo*'in the Last Nawe field
will foreel It mrmees: snwcle e “Tenvees " el Tenlenvnan
MNare: Parrial searches take langer ta complete than evact seavches.

Sl I M

Search For
O 'Hewr Stanie
O Pem AL

Search For
T Mew! Status
M Pendmy' Slalus
O "Approved Status
[ “Lechned’ Status
Sort By lm

Fosting Data
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Follow these steps to send a Two-Stage Transfer Account:

Step 5
ACTION

Click on one of the following Search By options
and type in the criteria:
* Account Number
* Last Name
* First Name: (optional field used in
conjunction with a search by last name)
* Zip/Postal Code: (optional field used in
conjunction with a search by last name)
* Business Phone (numeric fields only,
please select one)
* US or Canada
* International
* Social Security Number
* Hierarchy Depth
Browse Hierarchy |

RESULT
The Search By criteria displays.

Note: When using other Search By options,
multiple search results may display. Click on the
account number of the account that you want

to access.

Step 6
ACTION

Click[Submit].
RESULT

The Transfer Account Multiple Search

Results screen displays when there are multiple
matches or the Transfer Account screen displays
when a single result is found.

Search By
O fazcenml Fiardsea |
M Last Hames 1
Cptional Criteria with Last Name:
First Hame ]
FiPostal Crode 1
[ Thasiness Phone
S arCansd [T T Tovemee o
Tatrmatinnni | humeiec
O Social Secwity # l_-l_-l_ [Hummesic Oalzt

O Terarchy Depth w1 1l IR
Level Humber Description/MN ame
ATl YA DEFARTMENT CF DETENEE
HLe [
I3 [
H1A 1
HLY [
s [
A7 1
HLS [

Transfer Account
Multiple Search Results

Search Criteria

Hivrmehy 1000900 F05)A0Z

Status Wew
Accemt opc s
Arcemnt Iame Sending A/OFC  Status Assizned Te Pest Date
Mupiber
AN 120007V 345 [TREORTCR DATPTRT ACCOTIHT AT |[Nee R 2000
1 |WALTER LOXCHARDD AR UAT (N e s e0nn
2L RAMITALL L TSN (ACCOUNT UAT  MNee HLARLL0N1D

Copryrighi € 1990 Bk nf Anmrics, T4 (TR4} AT vighis o,
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Follow these steps to send a Two-Stage Transfer Account:

Step 7

ACTION Transfer Account - Receiving
Click on the desired account number to hyperlink — [rrensrerzrom sarareny
to the Transfer Account — Receiving screen. . L S e e
.h<@ Status Clpen Fast Due
RES U LT — ” ACCOTTHT TTAT r;h-" [T243367% 11
Tawwl Tumdier TrwxeriptmeTlams
The Transfer Account — Receiving screen mp [anoum _DEPARTMENT OF DEFENGE
displays with the selected account’s information. m s
TILS
Step 8
ACTION
Transfer To Hisrarchy
Review the Transfer To Hierarchy section. Fivosach T o R
The Hierarchy Level can be edited if a
. T.evel Tumber TDescriptionTlame
Change IS necessary- HLI SOF000E EPARTRENT O LRI
[1le | [eowoser] DEPARTMENT OF THE AT FOECE
RESULT ws [
1A |
o 1 1 1 .3 [
Verified information displays. v
HTT [
HLE l_
Step 9
ACTION Plenrsee Eneber the new Centenl Account IT fore ihe acenwnd ahove
Type in the Central Account ID for the Central Account ID | P
receiving hierarchy.
RESULT

The Central Account ID displays.

Step 10

ACTION D Deairsins

Thaiw ul " Activalion (AMIANY YT L)

Type date in the Date of Activation field

in MM/DD/YYYY format.

Note: This action will not be necessary if there
is no date of deactivation. The date must not
predate current date.

RESULT
The Date of Activation displays.
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Follow these steps to send a Two-Stage Transfer Account:

Step 11

ACTION
Scroll to the Queue Status
Information section.

RESULT

The Queued Status Information screen displays.

Step 12

ACTION

Click on the New Request Status drop
down box [v].

RESULT
The list of statuses display.

Step 13
ACTION

Select one of the following new statuses:

» New — reassigns the status back to New
and the request becomes unassigned to the
current user.

* Pending — Pends the request when
further review or research is needed

* Approved — information verified and
accepted

* Declined — transfers account to
denied status

RESULT

The selected status displays in the
New Request Status drop down box[v]

Queue Status Information

Hegquest Stams Pending MNew Hequest Srams | Approved 'I
Slaims Thala CFF L2000 Respumesdar TN SAT
Assigned [LON Y $WANN

Hathnnl Cilsar I

Queue Status Information

Request Statms Pending  New Request Status || 2oproved ']

Status Date 047772000 [Requester e 1063
Assigned ACCOTUNT UAT |Fending |
[
Huturnl II Cemr

Capoyrisht ® 1999 Rusk of Ameries, 1A (T5AL AT rights macmed.

Transfer Account Queue
Search

Tir peerform peatinl manwt seanclies o non namerie fodds,
emter partial seanch criteria fallovwed by an asterick ™

Nede: Partinl

ars
longer io

Clanr

Search For

O 'Mew' Status

1 Tronding Suaus
O ' Apprewed Stams
O 'Decline’ fratos

Soal By Arrnund Hana 5
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Follow these steps to send a Two-Stage Transfer Account:

Step 14

ACTION

Click on Approved to accept the
transfer request.

RESULT

The Transfer Account Option Set ID
Selection screen displays.

Step 15
ACTION

Select an option set ID for the account from the

drop down box[vl.
RESULT

The selected option set ID displays for
the account.

Step16
ACTION
Click [Submit].
RESULT

The Transfer Account Verification
screen displays.

Step17
ACTION
Click[OK].
RESULT

The Transfer Account Queue Search
screen displays.

Transfer Account
Option Set ID Selection

Flaaae cefant oma of tha Cion St letad Balow P the canneart
Tho Upowe SE sobclivn twill sl o yfficlive ualll dho dap qflor
et oot Bolls and the 1w Therarehy eond Contral Ascoanst [0 bwcomss affeci.

[Ti0=4000 510 cAoH 1500 =

Copyright © 1958 Dank of Americ s, NA (U5A). All rights veserved.

Transfer Account
Option Set ID Selection

DPlacse salact ona of the Spton Sats hited befowa oo e acconnt.
Tho Upluw Yf sobclivn will sl bo wffoclivo bl tho diy qflor
o ot Bl wnel Mo R Hiorurchy s Coatrol Assvend 1) bocorme offocig.

e e e |

I Submit I

Cliapprizlii B 1% Hanlnl Saacvica, B4 GIEAL AL righis il

Transfer Account
Verlflcatlon

Fleace Verify the Informaation Thelow.

Tranafer From Hisrarchy

Bgnry M FAL1 A TR [ (00 S 11
Piaaren e WALRTOY [Arremint Numnbir e TR T ]
Bt = Ulputidd "L wmsesiaon -
IE""‘;' 2l TER Y EW AR m“" s LI A S
Larvnl aerrliner [ T —
=i YOS EAGLA TEST (30 90EM0T LL
)
pu 1 9%
a1y |
HLY
Hlf
ik

Transfer Account Queuse
Search

Win grecrfonrres prentical recanriee \wesreshose st rerirs e e Fimekel,
errcr parriad seavredt criveria feliowed By an asterisk "L
Fox: Geagr Ui "' e Lk Plrarese fiected
will fimd Lot smomes such ax Womes and \akmsan
Dlore: Tarvial scarches tale fomgor to complere fraw oot searcles.

Fabimil (|

Se
- -
-
-
-

5 Fzcount Hame =]
Search By
T Zunses Mimbos I
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Chapter 5

Maintenance

Using the Maintenance Function

Overview

The Maintenance function allows you to perform daily tasks like
processing account holder requests for credit limit changes, ordering
traveler’s and convenience checks, and replacing a card. Most of the
Maintenance performed for Individual Accounts will be performed
through the Account Inquiry/Maintenance function (Refer to Account
Inquiry/Maintenance: Individual Accounts). However, there are additional
functions for individual accounts as well as centrally billed accounts that
you will perform through this Maintenance function.

In this chapter
you will learn

How to:

* Identify and describe the Maintenance Main Menu function

* Activate accounts

* Maintain credit limit on CBAs

* Request replacement cards

* Order convenience checks

* Order traveler’s checks

* Access and process queued requests

Lesson 1: Activating an Account

Lesson 2: Activating Multiple Accounts

Lesson 3: Increasing and decreasing Credit Limits

Lesson 4: Requesting a Replacement Card

Lesson 5: Ordering Convenience Checks on CBA accounts

Lesson 6: Ordering Traveler’s Checks

Lesson 7: Updating Accounting Center Information

Lesson 8: Accessing and Processing Queued Requests

Lesson 9: Accessing and Processing Queued Credit Limit Change Requests
Lesson 10: Accessing and Processing Transfer Transaction Requests
Lesson 11: Accessing and Processing Queued Transfer Account Requests

Benefits and
advantages

* Performing online account maintenance through EAGLS saves time
and eliminates costly paperwork.
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Activating an Account

Description

The Account Activation function allows you and the account holder to
activate a new or reissued account online and to confirm receipt of the
card. The account will have an inactive account status and cannot be used
until it is activated.

What you will
need before
you begin

* An account number

In this lesson
you will learn

* How to activate an account for immediate use and confirm
receipt of the card

Situations where
you may use
this function

* One of your account holders has received his/her card
and you need to activate the card for use

The screens
you will use in
this lesson

* Account Activation Search
* Account Activation
» Account Activation Confirmation

Available
hyperlinks

Not applicable

i@} What You Need to Know:

» The account will have an inactive account status and cannot be used
until it is activated.

* Cards issued internationally do not need to be activated via EAGLS or GCSU and
may be used immediately.

* If the account has already been activated, an error message will display to explain
that the account is already active.

* The Account Activation function is not for temporary activation or deactivation of
cards. You will need to use the Account Inquiry/Maintenance screen for temporary
activation or deactivation of an account. Account holders may use the Account
Activation function to activate their own accounts.
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Key Terms
Active Account An open account that has been activated and is available for use.
AO/RO Approving Official/ Reviewing Official. These are roles that allow an
EAGLS user to review specific transaction data. The roles are restricted
from maintaining accounts.
Inactive Account Open account that has not been activated and is not available for use.
Status An indicator identifying an account as opened or closed. The

account status indicates if the account may be used for future
transactions. The Opened status may also show a level of delinquency
notation. The Closed status will also show a closure reason notation.
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Follow these steps to activate an account:

Step 1

ACTION

Click on Maintenance, from the Main Menu.

RESULT

The available functions within
Maintenance display.

Version 2.0
Release 5.0

Copyeigit 1999 amk of Asericn, VA (USA). Al ights seserved.

Step 2

ACTION

Click on Account Activation.

Account Activation
Search

RESULT

The Account Activation Search
screen displays.

Step 3

ACTION

Click in the Account Number field and type
the account number that is on the new or

Account Activation
Search

Search By

Acconnt Nuber [F106 20000567675

reissued card. P —————————
RESULT

The account number appears.

Step 4

ACTI O N Account Activation

Click[Submit]. T o v v

Clicking the Subrutt button will actwvate this account. openng & for mme date use.

RESULT I —

The Account Activation screen displays.

Copyright ® 1999 Bank of America, VA CUSA) A1 ghts reserve @
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Follow these steps to activate an account:

Step 5
ACTION

Verify that the information is correct

and click.
RESULT

The Account Activation Confirmation
screen displays.

Step 6
ACTION
Click[OK].

RESULT

The Account Activation Search
screen displays.

Bankof America

‘as or: Dy2520002]

Account Activation
Confirmation

count Muraber
44861200005876535
s been actvated and is aveieb for e diate usz.

Lok ]

Capyight © 1999 Banks of Ameries, NA (US A). All ights resorved.

BankofAmerica

s or:0a/z2000 2]
Accout

Account Activation

Search
Search By
Aczout Number

Copyright 21999 Ban'k of Ameriea, VA (US A Al ights eserved.
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Activating Multiple Accounts

Description

The Bulk Activation function allows you to activate multiple accounts,
such as a batch of new cards. To activate a single account, you will use
the Account Activation function.

What you will
need before
you begin

* A date range to establish search parameters
* Hierarchy Level within your span of control

In this lesson
you will learn

» How to activate multiple accounts for immediate use such as a batch of
new and/or reissued cards

Situations where
you may use
this function

* A group within your hierarchy receives a card at the same time
and you would like to activate the entire group at once

The screens
you will use in
this lesson

* Bulk Account Activation Search

» Bulk Account Activation Search Results
» Bulk Account Activation Verification

* Bulk Account Activation Confirmation

Available
hyperlinks

Not applicable

i@ What You Need to Know:

* New and reissued cards will have an inactive account status and cannot be used
until activated.

* Cards issued internationally will not display on this screen because they do not
need to be activated via EAGLS or GCSU and maybe used immediately.

* An activation status will display on the confirmation screen. It will read "successful"
or "unsuccessful.

EAGLS User’s Guide 01/08/01 — Page 154




Maintenance — Chapter 5

Key Terms

Bulk Activation A function within EAGLS that allows an A/OPC to perform
the initial activation of multiple accounts within his/ her span of control.

Date Range search A period of time used as search criteria for transaction information.
The dates are entered in MM/DD/YYYY format.
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Follow these steps to activate multiple accounts:

Step 1
ACTION

Click on Maintenance, from the Main Menu.

RESULT

The available functions within
Maintenance display.

Step 2
ACTION

Click on Bulk Activation.

RESULT

The Bulk Activation Search screen displays.

Step 3
ACTION

Click on the Date Range field, and type in the
dates for which the search is requested in the
format of MM/DD/YYYY.

RESULT
The date range displays.

Step 4
ACTION
Click[Submit]
RESULT

The Bulk Account Activation Search Results
screen displays.

Bulk Activation

Subiit| [ciea

| T E— )
=TT T TR

B[ e e

Bulk Activation

Bulk Account Activation
Search Results
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Follow these steps to activate multiple accounts:

Step 5
ACTION

Click on the Check to Activate box to
indicate the accounts you want to activate.

RESULT

A checkmark displays next to every
account selected.

Step 6
ACTION

Click on[Submit].

RESULT

The Bulk Account Activation Verification
screen displays.

Step 7
ACTION

Verify that all information is correct
and click .

RESULT

The Bulk Account Activation Confirmation
screen displays.

Step 8
ACTION

Click[OK]
RESULT

The Bulk Account Activation Search
screen displays.

Bulk Account Activation
Search Results

0540111599 to 047152000

Ageney Name e VIN Dare

a4srz000

laags120000587312

£1.00

Bulk Account Activation
Verification

Bankof America

Bulk Account Activation

Confirmation

Bulk Activation
Search

Subrit | | Csar

[ amopryrmn
[Corar Lovar =] [ EFovAE HiGich)

T ATRC
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Increasing or Decreasing
Credit Limits

Description

Increasing or decreasing Credit Limits allows you to change the credit
limit on individual accounts.

Note: 1o change the credit limit on an Individual Account, you can also
choose the Account Inquiry/Maintenance option.

What you will
need before
you begin

* An individual account number
or
* Hierarchy Level within your span of control

In this lesson
you will learn

* How to increase or decrease credit limits on vehicle-assigned fleet
accounts or individual accounts

Situations where
you may use
this function

* An account you manage requires a modification
to the credit limit.

The screens
you will use in
this lesson

¢ Credit Limit Maintenance Search

¢ Credit Limit Maintenance

¢ Credit Limit Maintenance Verification

¢ Credit Limit Maintenance Confirmation

Available
hyperlinks

Not applicable

{7 What You Need to Know:

* You can not increase the credit limit on an account if the proposed increase
causes the sum of all accounts to exceed the Central Account limit.
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Key Terms

Aggregate Credit Sum The total outstanding debt of your agency.
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Follow these steps to increase or decrease a credit limit:

Step 1

ACTION

Click on Maintenance, from the Main Menu.

RESULT

The available functions within
Maintenance display.

Release 5.0

Copyeigit 1999 amk of Asericn, VA (USA). Al ights seserved.

Step 2

ACTION
Click on Credit Limit.

Credit Limit Maintenance
Search

RESULT

The Credit Limit Maintenance Search
screen displays.

Tevel | MNumber DescriptionName
T | 5050002
T2 | 2000004
T3 | 3043172
T

Step 3

ACTION

Credit Limit Maintenance
Search

Click on one of the following Search
By options:

enterpurtial search crize
Fx: Entering
will find lost na

complete

o
* Account Number =
+ Last name/First name e
* Hierarchy Depth e

Tevel | Number DeseriprionName
HLT 9050002 DEPARTMENT OF DEFENSE
HL2 2000004
T3

RESULT
The selected Search By criteria displays.

Note: When using the other Search By options,
multiple search results may display. Click on the
account number of the account you want to access.
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Follow these steps to increase or decrease a credit limit:

Step 4

ACTION

Credit Limit Maintenan.

Click :

RESULT

The Credit Limit Maintenance

screen displays.

Step 5

ACTION Credit Limit Maintenance
. . . . . Account Information
Click on the New Credit Limit field and type in T
the new credit limit. iz s AR A8
Note: When you enter the dollar amount do not s

[Account Name UAT-DOD-AF-TEST ACCOUNTI202

use dollar signs, decimals, or commas.

HQ AFRC
RESULT ey
i $2,500.00
New Crodit Linit [ —
The new credit limit displays. e

Copright® 1999 Bk of Amesis, N8 (US 5 All ights seserved

Step 6

ACTION Credit Limit Maintenance
Verification
Click . Your Credit Limit wall be. Lhaﬂ;d o $3,000.00
RESULT

The Credit Limit Maintenance Verification
screen displays.
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Follow these steps to increase or decrease a credit limit:

Step 7
ACTION Credi(é.‘ir:fiitrm:'i?::nance
Verify that all information is correct B
and click ) )
RESULT R

The Credit Limit Maintenance Confirmation
screen displays.

Note: The information is sent to GCSU
for processing.

Step 8

Credit Limit Maintenance

ACTION

Click[OK].

RESULT

The Credit Limit Maintenance Search
screen displays.
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Requesting a Replacement Card

Description The Request Card function allows you to request a replacement card
for account holders. You should only request a replacement card if the
card is unusable due to damage to the magnetic strip or card plastic.

In the event an account holder’s card is lost or stolen, you should
call GCSU immediately. GCSU will issue a new card and new
account number.

What you will » Account Number

need before or

you begin * Account Holder Name

or

* Hierarchy Level within your span of control

In this lesson
you will learn

* How to request a replacement card

Situations where
you may use
this function

* A card is unusable due to damage to the magnetic stripe or card plastic

The screens
you will use in
this lesson

* Request Card Search

* Request Card

* Request Card Verification

* Request Card Confirmation

Available
hyperlinks

Not applicable
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{7* What You Need to Know:

* You can request one card per account.

* If a card is lost or stolen, you must contact the GCSU immediately. In these situations,
a new card and new account number will be issued. When a new card and new
account number are issued, the account history will transfer to the new card account.

* Various "Next Day" delivery services do not deliver to P.O. boxes. Be sure to use a
street address.

* Your request for a new card is processed within three days.

* Delivery Methods:
0 USPS — United States Postal Service 7-10 business days to deliver after request
is processed.
U Fast Card — is overnight delivery once request is processed.
U Commercial Delivery — 2-3 business days from the time the request is processed.
(The account holder will not see the Fast Card option displayed when requesting
a card online.)

Key Terms
Card Plastic The physical charge card that you use to purchase goods and services.
Commercial Commercial delivery of a replacement card. Cards are delivered within
(card delivery option) two-to-three business days.
Fast Card Overnight delivery of a replacement plastic. The card request must be
(card delivery option) processed prior to 3 PM Eastern Time.
Magnetic Strip The strip on the back of your charge card that contains magnetically

encoded information related to your account.

USPS United States Postal Service. A delivery option for a replacement card
(card delivery option) that takes seven-to-ten business days to deliver.
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Follow these steps to request a Replacement Card:
Step 1

ACTION

Click on Maintenance, from the Main Menu.

RESULT

The available functions within
Maintenance display.

Step 2

ACTION
Click on Request Card.

RESULT

The Request Card Search
screen displays.

Step 3

ACTION

Click on the Search By option and type
in the criteria:
* Account Number
* Last Name / First Name
(Name must match exactly
as it is on account/card.)
* Hierarchy Depth

RESULT

The selected Search By criteria displays.

Note: When using the other Search By options,
multiple search results may display. Click on the
account number of the account you want to access.
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Follow these steps to request a Replacement Card:
Step 4

ACTION

Q5 S FAD

Request Card

Click [Submit|.

RESULT

The Request Card screen displays.

xxxxxxxxx

Step 5

ACTION

Click on the Send Card to Alternative Address

box and complete the fields in the Alternative ==
Address section, if you want the card to be
mailed to a different address. | —

RESULT

The edited fields display. s

Step 6

ACTION

Click on the Delivery Method field and from

the drop down box [¥], select the desired method

of delivery.

RESULT

[Penas

The selected delivery method displays.

Delivery Methods:

» USPS — United States Postal Service
7—-10 business days to deliver from the

time the request is processed.

* Fast Card — is overnight delivery once
request is processed.

» Commercial — 2-3 business days from
the time the request is processed.
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Follow these steps to request a Replacement Card:
Step 7

.........

ACTION

Click[Submit].

RESULT

The Request Card Verification
screen displays.

Step 8

ACTION

Request Card
Confirmation

Verify that all information is correct and

click[OK].

RESULT

The Request Card Confirmation
screen displays.

Step 9

Request Card
Search

ACTION

Click[OK].

RESULT
The Request Card Search screen displays.
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Ordering Convenience Checks on a
CBA account

Description

The Order Convenience Checks function allows you to order conven-
ience checks for your purchase card account. Convenience Checks are
only used on purchase card accounts and are used for payment to mer-
chants who do not accept credit cards.

What you will
need before
you begin

* Central Account Number or Hierarchy Level within your span of control

In this lesson
you will learn

* How to order convenience checks for your purchase account

Situations where
you may use
this function

» A merchant or vendor does not accept bank cards for payment

The screens
you will use in
this lesson

¢ Order Convenience Checks Search

¢ Order Convenience Checks

¢ Order Convenience Checks Verification

¢ Order Convenience Checks Confirmation

Available
hyperlinks

Not applicable
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What You Need to Know:

* The Order Convenience Checks screen allows you to order packs of 3, 20, or 50
convenience checks.

* You will have access to this screen only if convenience check usage is accepted
by your agency.

* If you have access to multiple Purchase Card accounts, you can order checks for
another account.

* To obtain checks within 24-48 hours, please call Bank of America GCSU.
If ordering convenience checks via EAGLS, allow up to 7 to 10 business
days for delivery.

*» Convenience checks can be ordered on an account in suspension status. However, they
cannot be used until the account is removed from the suspension status.

Key Terms

Convenience Check A paper check that is accepted by a merchant as a cash payment.
The transaction is then deducted from the charge card as a
cash advance.
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Follow these steps to order Convenience Checks:

Step 1

ACTION

Click on Maintenance, from the EAGLS
Main Menu.
RESULT

The available functions within
Maintenance display.

Step 2

ACTION

Click on Convenience Checks.

RESULT

The Convenience Checks Search
screen displays.

Step 3

Convenience Checks
Search

ACTION

Click on the Search By option: Iy

e Account Number
* Hierarchy Depth e

RESULT

The selected Search By criteria displays.

HEEHEHEHED

Note: When using the other Search By options,
multiple search results may display. Click on the

account number of the account you want to access.
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Follow these steps to order Convenience Checks:

Step 4

ACTION

Click[Submit]

RESULT

Order Convenience Checks

The Order Convenience Checks
screen displays.

Step 5

ACTION
Click on the Number of Checks drop down

Order Convenience Checks

box [¥] and select the number of checks you

want to order.

RESULT
The number of checks ordered displays.

Step 6

ACTION

Order Convenience Checks

Verification

‘‘‘‘‘‘

Click[Submit].

Note: You may click on lo return

nnnnnnn

0004

to the Order Convenience Checks screen

to modify your order.

RESULT

HHHHHH

The Order Convenience Checks

Verification screen displays.

ok | _raves

Copyreht® 199 Benkaf Amesicn, Na (U5 All ighs eomved.

Step 7
ACTION
Verify that all information is correct
and click )
RESULT

The Order Convenience Checks
Confirmation screen displays.

Order Convenience Checks

Confirmation

Lox |

(Copyright £ 199 Bk o America, i (USA. Al ights reservod.
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Follow these steps to order Convenience Checks:

Step 8

ACTION

Convenience Checks

Click|OK].

RESULT

The Convenience Checks Search

screen displays.
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Ordering Traveler’'s Checks

Description

The Order Traveler’s Checks function allows you to order traveler’s
checks for Centrally Billed Accounts (CBA). You will be able to choose
the denomination, number of checks in a book and the quantity of checks.
Account holders who have access to EAGLS will be able to order
traveler’s checks online within agency-designated limits.

What you will
need before
you begin

* Central Account Number
or
* Hierarchy Level within your span of control

In this lesson
you will learn

* How to order traveler’s checks for centrally billed accounts

Situations where
you may use
this function

* When you are traveling and might encounter merchants who do not
accept bank cards

The screens
you will use in
this lesson

* Order Traveler’s Checks Search
* Order Traveler’s Checks

Available
hyperlinks

Not applicable

processing.

What You Need to Know:

{@} * You will have access to this screen only if your agency approves usage of traveler’s checks
and the Agency-Held Inventory has an indicator of "No' on the Agency Profile screen.

* Once the request is completed, it will be queued to Bank of America GCSU for

* You may check the status of the request by using the Queued Requests function within the
Maintenance section.

* EAGLS will compute the total value of each pack type and the total amount for the order.

» Account holders who have access to EAGLS will be able to order traveler’s checks online
within agency-designated limits.

* To order Traveler’s Checks for Individual Accounts, choose the Account Inquiry/
Maintenance function.
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Key Terms

Brick A prepackaged set of traveler’s checks ordered in bulk.
Traveler’s Checks A paper check that has drawn a specific cash value from a charge card.

The Traveler's check may be redeemed at any authorized merchant for
that specific cash value.
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Follow these steps to order Traveler’s Checks:
Step 1

ACTION
Click on Maintenance, from the EAGLS
Main Menu.

RESULT

The available functions within
Maintenance display.

Step 2

ACT|ON Order Travelers Checks
Search

Click on Traveler’s Checks.

Clear
RESULT Search By

™ Account Mumber
{I" | Hicrarchy Depth [Current Level =] | Browse Hierarchy
The Order Traveler’s Checks Search
1 Level Number Description/TName
Screen dlsplays' HE1 2025007 EAGLS TES;hCO 2025007 L1
HL2 I
HL3 [
ma [ ]
HL5 [
HL6 [
[ m7 I
[ =8 I
Submit Clear
Step 3
ACTION Order Travelers Checks
Search
Click on the Search By option and type ;
in the criteria: G
* Account Number Search By
. ™ Account Mumber
¢ HlerarChy Depth {I" | Hicrarchy Depth [Current Level =] | Browse Hierarchy
RES U LT Level TNumber Description/Name
HE1 2025007 EAGLS TEST CO 2025007 L1
The selected Search By criteria displays. =2 1
HL3 [
ma [ ]
Note: When using the other Search By options, = :
multiple search results may display. Click on the | m7 |1
[ =8 I
account number of the account you want to access.
Submit Clear
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Follow these steps to order Traveler’s Checks:

Step 4
ACTION

Click[Submit]

RESULT

The Order Traveler’s Checks
screen displays.

Step 5
ACTION

Type Thomas Cook Agent code in the Thomas
Cook Agent Code field.

RESULT
The Thomas Cook Agent code will display.

Step 6
ACTION

Type requester work phone number in the Work
Phone Number field.

RESULT

The requester work phone number displays.

Step 7
ACTION

Type the addresses where the Traveler’s checks

are to be mailed in the Address Information field.

RESULT

The account holder Address
Information displays.

Order

Travelers Checks

Travelers Checks Order Form

Thomas Cook Agent Code

Order Travelers Checks

Travelers Checks Order Form

Mhomas Cook Agent Code | ssssss

Requesters Information

[Agency Name [EAGLS TEST CO 9025007 L1
[Account Nurber [4486100000306699

[Date of Order 0472372000

Time of Order 153328

[Last Name [accounT o7

[First Name [TEsT

[Work Phone [Fe7-aai-a1st

Requesters Information

Agency Name

EAGLS TEST CO 9025007 L1

Account Number

4486100000306659

Date of Order

0472772000

Time of Order

15:33:28

[Last Name ACCOUNT 07
[First Name TEST
‘Wnrkl’lmne [757-441-4151
Address Information

|Adr]ressl “1 Commercial FL
|Address 2 “13:11 Floor

[ciey [rerzoix

|State “F

Country UEES

Zip [ess0 |
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Follow these steps to order Traveler’s Checks:

Step 8

ACTION [Travelers Checks Details

[US DOLLARS

. Denomination #in Book # in Brick Quantity Value
Type the number of packs you want to order in the |= i i [ [Fo-o00 o0
. 520 10 200 [o o
appropriate fields. = ; B B oo
$50 5 50 [o o
550 10 100 [o B
RESULT 5100 3 30 I B
$100 5 50 [o o
. . $100 10 100 [o o
The requested quantity and value displays. w00 ; - B o
$20 Loose 10 [o o
$50 Loose 10 [o o
$100 Loose 10 o o
$500 Loose 5 [o o
$1000 Loose s [o [o
Ste 9 TOTAL [¢5,500.00
p o |
ACTION Order Travelers Checks

Verification

Click[Submit].

Please werify your Travelers Checks Order

RESULT

[Thomas Cook Agent Code [123456

The Order Traveler’s Checks Verification

Requesters Information

5 [Agency Name EAGLS TEST CO 9025007 L1
screen dlsplays. [Account Number 4485 100000306632
Date of Order 051032000
[Time of Order 12:22.24
[Last Wame SW AN
[First Mame TONY
[Work Fhone 2026244444

Address Information

[Address 1 [18TH AMD K
[Address 2 I
Step 1 0 [City [WASHINGTON
ACTION Order Travelers Checks

Confirmation

Click[OK].

RES U LT Tour Travelers Checks order has been requested.

The Order Traveler’s Checks Confirmation

Copyright @ 1999 Bank of America, NA (USA). ATl rights reserved.

screen displays.

Order Travelers Checks
Search

Step 11

ACTION -

Search By

Click [OK]. I oot

{I" | Hicrarchy Depth Current Level = Browse Hierarchy
Level Nuraber Description/Name

The Order Traveler’s Checks Search ELL | s0zs007 EAGLS TBST OO 9035007 11

screen displays. =

i

Submit Clear
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Updating Accounting Center
Information

Description The Accounting Center Maintenance function allows you to maintain
accounting center information for your agency’s accounting centers. This
function is agency dependant.

What you will * Accounting Center Name
need before or
you begin *Agency Name

or

* Hierarchy Level within your span of control

In this lesson How to:
you will learn » Update or modify accounting center information related to cost

allocation for all hierarchy levels within your span of control.
* Maintain Accounting Code Segments and segment descriptions,
Priority Rules, Valid Values, and MCC Default Accounting Codes.

Situations where  * The name or location of your accounting center changes
you may use
this function

The screens * Accounting Center Maintenance Search
you will use in * Accounting Center Maintenance Search Results
this lesson * Accounting Center Maintenance Main Form

* Accounting Center Maintenance Segment Description
* Accounting Center Maintenance Valid Values

* Accounting Center Maintenance Confirmation

* Accounting Center Maintenance Segmented Comments
* MCC Default Accounting Code Search

* MCC Default Accounting Code

Available * Accounting Center Information
hyperlinks * MCC Default Accounting Code
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{* What You Need to Know:

» Agencies may choose to elect a designated A/OPC to maintain and set up accounting
center information for Cost Allocation. These A/OPCs are usually at a hierarchy level
where the setup and maintenance can affect multiple hierarchy levels below.

* Designated A/OPCs can maintain accounting codes within an accounting center at all
levels of the hierarchy.

* Designated A/OPCs can change the required or optional status of the accounting code
segments. When performing Cost Allocation, optional segments can be left blank, but
required accounting code segments must be completed.

* Designated A/OPCs can change the format of comments associated with Cost Allocation.

Comments may be changed from Free Form Comments to Segmented Comments or
vice versa.

* Designated A/OPCs can change the option regarding multiple reallocations. Agencies can
specify whether or not to allow reallocation of transactions after the initial Agency
Accounting System file has been submitted with the first reallocation.

Key Terms

Not applicable
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Follow these steps to update or modify

Accounting Center information:

Step 1
ACTION

Click on Accounting Center from the
Maintenance Main Menu.

RESULT

The Accounting Center Maintenance Search

screen displays.

Step 2
ACTION

Click on a Search By option and type
the search criteria:
* Accounting Center ID
* Accounting Center Name
* Agency Name
* Hierarchy Depth

RESULT

The selected Search By criteria displays.

Step 3
ACTION

Click .

RESULT

The Accounting Center Maintenance Search
Results screen displays when the search returns

multiple results. Go to Step 4.

The Accounting Center Maintenance Main
Form screen displays when a single result is

returned. Go to Step 5.

ing Center Mai

Search

BankofAmerica

e OF: M0 =

Accounting Center Maintenance

Search

(S _closr

I Agenylums
¥ Hictochy Dot Fre ool =] | Browes Hisrarchy
Progran Number I

Lol omber DescriptionNae

LI S "DEPARTMENT OF THE INTERIOR.

HL2 [pmnnon

B [omonon0

FLe [amnann

B [

ing Center

Search Results

Hierarchy

Soarch Criteria

EUREAT OF FECLATEATION
ing

‘Agency Name
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Follow these steps to update or modify
Accounting Center information:

Step 4

ACTION

Accounting Center Maintenance
Main Form

Click on the appropriate Agency’s Accounting
Center ID field to hyperlink to the Accounting
Center Maintenance Main Form screen.

RESULT

The Accounting Center Maintenance Main
Form screen displays.

Step 5

Center
Main Form

ACTION

Click in the Hierarchy Number fields and
type the appropriate hierarchy.

RESULT

Edited hierarchy information displays.

Step 6

ACTION

Fill in the following fields, using the drop
down box[v], to edit the Priority Rules section:
* Central Account
* Account Holder
* MCC

Note: The value (1, 2, or 3) selected in the
drop down menu must be unique among the
three default codes.

RESULT
Edited priority rules display.
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Follow these steps to update or modify
Accounting Center information:

Step 7

Center

ACTIO N Segment Description

Click|Submit|. S =

RESULT

The Accounting Center Maintenance
Segment Description screen displays.
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Follow these steps to Update Accounting Center information:

Segment descriptions:

Step 1
ACTION

Type a name in the Accounting Center
Name field if it is blank or if this field
needs to be edited.

RESULT

A name displays in the Accounting Center
Name field.

Step 2
ACTION

Tab to the Segmentation Detail section and
click in the Required status check box to
un-check this field.

Note: ALL segments default as Required.
RESULT

The Required status check box displays
a check if the segment is required and

displays blank if the segment is not required.

Step 3
ACTION

Click.

RESULT

The Accounting Center Maintenance
Valid Values screen displays.

Segment Description

S

T a—

[Reguined [Segment Nam [Sogment Deseripson =
[ teztbe Mothe

3 ey

Ploase ndicate whether 2 Segnent s Raguived o Not
Submt| | Cioar

(Copyright © 1999 Bankof America, NA (US4 All ights reserved.

Accounting Center Maintenance
Segment Description

ing Center Maintenance

Valid Values

P e e
IS RN

Segment Information
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Follow these steps to Update Accounting Center information:
Adding Valid Values:

Step 1

ing Center Mail
Valid Values

ACTION

Select the Segment Name from the drop
down box [¥] to add a valid value to a segment.

RESULT

The selected segment name and its
description display.

Step 2

ACTION

Tab to the Add Valid Value table and type
the value to be assigned to the segment.

Segment Name [venrs =1
.

Delete Valbes

ot To st el forcltion, ws s SHIFThey ol CTRL. T SHFT)

The CTRL

Note: You can add up to 10 valid values and

descriptions at one time.

RESULT

The value displays.

Addvaies | [ cleaily it

Step 3

ACTION

Tab to the Value Description column and

add a description for the value to be added.

RESULT

The Value description displays.

Step 4 — e
ACTION VerevaTes
Click|Add]. E=
RESULT e
The value displays in the Valid Value table.
Note: You can not add and delete values =
at the same time.
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Follow these steps to Update Accounting Center information:
Deleting Valid Values:

Step 1

Accounting Center Maintenance
Valid Values

ACTION

Select the Segment Name from the drop
down box[¥] to delete a valid value from
a segment.

RESULT

The selected segment name displays. P ——

Step 2

Accounting Center Maintenance
Valid Values

ACTION

Select the values to be deleted from the Add
Valid Values table.

unber Descriptionfame
S00007 FTMIENT OF THE I

Note: You can delete up to 10 valid values
and descriptions at one time

RESULT
The selected values are highlighted.

ggggg

Step 3

ACTION

RE U LT Level unber Descriptoname
ELL [ oo CEPARTMENT OF THE INTERIO

[

B

The screen is refreshed with the selected
values deleted.

Accounting Center Maintenance
Valid Values

[CENTRAL OFFICE

&4 Navgiia]
45 [Kertucio]

A pop-up screen displays a message warning
that if values are deleted, they will no longer

Delssvaiiss |

be valid when performing cost allocation or e S

accounting center setup and maintenance.
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Follow these steps to Update Accounting Center information:
Deleting Valid Values:

Step 4

ACTION

Click 0 continue with the deletion
of the values.

RESULT

The Accounting Center Maintenance
Valid Values screen displays.

. If|OK ’was selected, the values are
deleted from the Valid Values table.

Note: You can not add and delete values
at the same time.
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Follow these steps to Update Accounting Center information:
Segmented comments:

Step 1

ACTION

Scroll down to the Cost Allocation Setup

section from the Accounting Center

Mainienance Valid Values screen.

RESULT

The Cost Allocation section displays.

Step 2

ACTION

Select comment options to be edited:

* Free Form Comments

* Segmented Comments

* Number of Segments

* Allow Reallocation after AAS Feed
Note: The Number of Segments text box is "read
only" unless the user has selected Segmented
Comments as a new option.

RESULT

The edited cost allocation information displays.

Step 3

Accounting Center Maintenance

ACTION Seameréed Soments

Click[Submit]. = =

RESULT

If Segmented Comments was selected

as a new option, the Accounting Center
Maintenance Segmented Comments screen
displays Go to Step 4.

EEREEH

nanes, Segrent hsegnont

If Segmented Comments was not
selected as a new option, the screen displays
as "read only" Go to Step 5.

The Accounting Center Maintenance

Confirmation screen displays if Free Form
Comments was selected. Go to Step 6.
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Follow these steps to Update Accounting Center information:
Segmented comments:

Step 4

Accounting Center Maintenance
Segmented Comments

ACTION

Type the data for the Segment Name and = [
Length fields on the Accounting Center ;
Maintenance Segmented Comments screen:
* Segment Name
* Length

B EH

XXXX
oo

Copyright 1099 Bak of America, NA (US A Allsights oservod.

RESULT

The typed information displays.

Step 5

Accounting Center

ACTION

Click.

RESULT

The Accounting Center Maintenance
Confirmation screen displays.

DEPARTMENT OF THE DNTERIOR

o L

Step 6 —

ACTION

Click@ from the Accounting Center
Maintenance Confirmation screen.

ing Center Mai
Search

RESULT

The Accounting Center Maintenance
Search screen displays.

2 nnong
T Bgzrii
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Follow these steps to Update Accounting Center information:
MCC default accounting code:

Step 1

MCC Default Accounting Code
Search

ACTION

Click on the MCC Default Accounting Code
hyperlink to maintain the MCC codes.

RESULT

The MCC Default Accounting Code Search
screen displays.

Step 2

MCC Default Accounting Code

ACTION

Tumber Decerpuoniame
5150035 'DEPARTMENT OF THE INTERIOR.

Type the MCC code or the MCC code range to

be maintained and click|Submit|.
RESULT

The MCC Default Accounting Code ; )
screen displays. . = e

Step 3

ACTION MCC Default Accounting Code

DescripiionName
DEPARTMENT OF THEINTERIOR

i

Ez

Tab to the Segment Name field and, using
the drop down box, select the segment name
to the dropdown box[y].

HEHIER I

ooouning G

RESULT e
The segment name is highlighted.
Step 4
ACTION

Select a value from the Valid Values list
box to be the default value for the current

segment and click[Select|. Continue editing
the accounting code as needed by repeating

Steps 3 and 4.

RESULT

The value selected displays in the Default
Accounting Code field.
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Follow these steps to Update Accounting Center information:
MCC default accounting code:

Step 5
ACTION
Click|Finished|.
RESULT
The MCC Default Accounting Code Search

screen displays.
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Accessing and Processing
Queued Requests

Description

The Queued Request function allows you to access, view, and process
queued maintenance requests. Most of the maintenance you perform on
EAGLS processes immediately and does not require further action.
However, certain maintenance requests you or an account holder may
make will queue to GCSU for processing. Some requests made by an
account holder will queue to you for processing.

What you will
need before
you begin

* Accounting Center Name
or
» Agency Name
or
* Hierarchy Level within your span of control

In this lesson
you will learn

How to:
* Access and process queued account holder requests
* Review the status on the EAGLS Queued Requests screen

Situations where
you may use
this function

* When an account holder request changes to their account

* To periodically access the queue to approve, modify, or deny account
holder requests

* To check the status of authorization control change requests

The screens
you will use in
this lesson

* Queued Requests Search
* EAGLS Queued Requests

Available
hyperlinks

Not applicable
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{7 What You Need to Know:

* Underlined functions in the Queued Request Results screen hyperlink you to the
detail screen.

* An account holder who makes a maintenance request will have "read-only" access to the
queue containing his/her request. Account holders will be able to view requests that they
have made within the past 30 days.

* The account holder maintenance requests are not complete until you access the Queue to
review and take action upon the request from the account.

* Once a request is Approved, Approved Modified, or Declined, that request is in a final status.
Requests labeled with a final status become "read-only" to all users.

* Once the request has been approved or declined, it will stay in the queue for 30 days.
Requests with a new or pending status will stay in queue indefinitely until action has
been taken.

Key Terms
Queue A group of electronic requests that have been compiled by EAGLS.

Many of these request are changes done in EAGLS that require the
A/OPC to approve or decline.
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Follow these steps to Access Queued Requests:

Step 1
ACTION

Click on Maintenance from the Main Menu.

RESULT

The available functions within
Maintenance display.

Step 2
ACTION
Click on Queued Request.

RESULT

The Queued Request Search
screen displays.

Step 3
ACTION

Click on a Search By criteria:
* Account Number (default)
* All Requests
* New and Assigned Pending
Requests Only
* Hierarchy Depth

RESULT

The selected Search By criteria displays.

Queued Requests
Search

Queued Requests
Search

Clear

Search By
& Account Humber [44561 20001186238

€ AllRequests

€ New and Assigned Pending Requests Only

¢ Hierarchy Depth [Current Level = Browse Hierarchy
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Follow these steps to Access Queued Requests:

Step 4
ACTION

Click Submit].

RESULT

The EAGLS Queued Requests
screen displays.

Step 5
ACTION

Click on a request to view the details
from the Function list.

* Requests that are underlined are
not assigned.

* Clicking on an unassigned request will
assign the request to you and display
the details.

* Requests that have been previously
assigned will not be underlined and
have "read-only" access unless the
request is in the Pending status.

* Credit Limit Change — see Lesson 9.
RESULT

The desired function details display. In this
example, the Account Information Change
Request displays.

Note: For credit limit change requests,
see the next lesson of this chapter.

For transfer transaction requests,

see retrieving Queued Transfer
Transaction Requests (Lesson 10).

EAGLS Queued Requests

Function Request Status  Status Date  Account Number  Account Name

Account Inforation Change  Pending 042702000 4426120001186239 EUGENE BARTON

Mew User Profile Approved 04:27:2000 LIL SMACKEY

Mew User Profile Approved 0312352000 AHCCOUNT UAT
Revise Search

Copyright ©® 1999 Bank of America, NA (USA). All rights reserved.

Account Information Change Request

Hierarchy Information

Program Humber 1000000 GSA
| Level ||  Number | Description/Name
| HLL [ oosooos [ DEPARTMENT OF DEFENSE.
HL: 2000004 AIRFORCE
HL3 3040334 ANG
HL4 4040999 VT ANG
HLS 5041000 138FW
HLS
HL?
HL2
Agency Information
[Agency Name 1337
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Accessing & Processing Queued
Credit Limit Change Requests

Description The Credit Limit Change Request function allows you to access, view,
and process queued credit limit requests. Your account holders can
request credit limit changes, which are placed in a queue and are not com-
plete without your approval.

What you will * Account Number

need before or

you begin * Account Holder Name

or

* Hierarchy Level within your span of control

In this lesson
you will learn

How to:

* Retrieve request

» Approve request

* Modify request

* Deny credit-limit change requests made by account holders

Situations where
you may use
this function

* Periodically, you need to access the queued credit limit change
requests submitted by your account holders and approve, modify
or deny their requests

The screens
you will use jp

this lesson

* EAGLS Queued Request

* Credit Limit Change Request

* Credit Limit Change Request Verification

* Credit Limit Change Request Confirmation
* Queued Request

Available
hyperlinks

Not applicable

i@ What You Need to Know:

* This screen is used by the A/OPC. The account holder has "read-only" access.

* As an A/OPC, you have the ability to alter the requested value before approving requests
(Approved Modified Status).
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Key Terms
Not applicable
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Follow these steps to access and process Queued

Credit Limit Change Requests:

Step 1
ACTION

Click on the Credit Limit Change request
you want to view from the EAGLS Queued
Request screen.

RESULT

The Credit Limit Change Request
screen displays.

Step 2
ACTION

Scroll down to the Functional Information
section and verify that the credit limit change
is appropriate

OR
Change the requested credit limit amount in the
Requested Field Value if the credit limit is not
appropriate.

RESULT
The requested credit limit displays.

Step 3
ACTION

Click on the New-Request Status drop
down box[¥] to select a status:

* New

* Approved

* Approved Modified

* Pending

* Declined

RESULT
The selected status displays.

Credit Limit Change

Request

Hierarchy Information

Level Number ||

Description/Name

HL1 2025013 |

EAGLS TEST CO 3025013 L1

HLZ2

HL3

HL4

HL5

HL&

HL7

HLE

Account Holder Information

Account Name

TEST ACCOUNTI13E

Account Number 4486120000521463

Employee ID 111111

Grade Captain

Employment Status Pending

Functional Information
Field Name Curreni Field Value Requested Field Value

Credit Limit $10,000 15,000
Queue Status Information
New Request [Feama  H
‘R.eq\les( Status Pending ‘Sm‘s Pending
[Status Date 0472772000 [Requester [sMackEY
[Status Time [z2:08 [Assigned [arEx1
Submit Clear
Queue Status Information
- New Requesi
Request Status Pending Pk
Status Date 42772000 Requesier SMACKEY
Status Time e [Assigned ALEXI

Copyright @ 1999 Bank of America, Na (USA). All rights reserved.
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Follow these steps to Access Credit Limit Change Requests:

Step 4
ACTION
Click [Submit].
RESULT

The Credit Limit Change Request
Verification screen displays.

Step 5
ACTION

Verify that all information is correct and
click|OK] .
RESULT

The Credit Limit Change Request
Confirmation screen displays.

Step 6
ACTION

Click[OK].
RESULT

The Queued Request screen displays.

Credit Limit Change
Verification

The status of the credit limit reuest of 300 will be changed to New.

‘Accnum Name

[TEST ACCOUNTI3E

‘Ac count Number

14485120000521459

‘Agency Name

‘EAGLS TEST CO 5025013 L1

{68 Reavise

Copyright © 1999 Bank of America, NA (USA). AlL rights reserved.

Credit Limit Change
Confirmation

The credit imit request has been submitted and processed

s

Copyight © 1999 Bank of America, NA (USA). Al rights reserved.

EAGLS Queued Requests

Function

Request Staius  Status Date  Account Number

Account Name

Assigned

Accomnt Irformation Chage  Approved

04/27/2000  4486120001136239 EUGENEBARTON ALFX1

Hew User Profile
Hew User Profile

Approved
Approved

04727/2000
032312000

LIL SMACKEY
LCCOUNT UAT

Revise Search

Copyxight © 1999 Bank of America, NA (USA). All Tighis reserved.
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Accessing and Processing
Queued Transfer Transaction Requests

Description The Transfer Transaction Request functionality is only for the
Integrated Card Program. The Transfer Transaction function allows
you or the account holder to initiate a request to transfer a charge
between accounts. This request is queued to the DBO or A/OPC with
DBO authority for approval. Once a transaction request has been initiated,
the request is queued for processing. The DBO or A/OPC with DBO
authority approves or denies the sending request.

What you will * A request to review and approve a transfer transaction initiated
need before by an account holder
you begin * Transfer Transactions Requests which are pending

In this lesson * How to retrieve Transfer Transaction requests from the queue
you will learn

Situations where . An account holder has requested a transaction transfer that must be
you may use reviewed before it can be approved and processed
this function  The DBO is reviewing the queued request screen on a daily basis

* Assist the A/OPC in daily management of queue transactions

The screens * Queued Request
you will use jp * Transaction Transfer Request

* Transaction Transfer Request Verification

this lesson * Transaction Transfer Request Confirmation
Available Not applicable
hyperlinks

i@} What You Need to Know:

* Once the reviewer opens a request in the queue, the request is automatically assigned their
user ID. To unassign the request, the user must reassign the status as "new."

» If the request is approved it is debited to the gaining account and credited to the
losing account.

* If it’s denied, the initiator may resubmit it for further consideration.
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Key Terms

Approved A status assigned to a queued request by the A/OPC when he/she
approves the change.

Declined A status assigned to a queued request by the A/OPC when he/she
denies the change.

New A status assigned to a queued request by the A/OPC when he/she does
not want to make a decision on the change. The request will appear in
the queue as a new request.

Pending A status assigned to a queued request by the A/OPC when he/she
intends to make a decision on the change at a later time.

Queued Request An electronic request within EAGLS that has been sent to the A/OPC

queue for review.
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Follow these steps to retrieve a Transfer Transaction Request:

Step 1

ACTION

Retrieve Transfer Transaction

Click on the Transfer Transaction

request you want to view from the Transscton infomelfon —
ransaction Date |Posting Date
Queued Request screen. 0471872000 041872000
[Amount [Transaction Status
RESU LT 290 [Tvoiced
Merchant Name City
The Retrieve Transfer Transaction R
screen dlsplays. Trans. Ref. # Merchant 1057
(74486120105109000014032 ‘
S te p 2 [Merchant 1099 [Merchant DUNs
ACTION Status Information
. [Request Status |Pending
Click on the New Request Status dI'Op Status Date 0472802000
down box[¥] and select a status. [Rofpuagter [z
[Assigned [aopczare
RES U LT New Request Status ||Appr_nved =
The selected status displays. || [Bance
ACTION ’ .
Retrieve Transfer Transaction
Click[Submit Verification
RES U LT Please veriy the new request status
The Retrieve Transfer Transaction e [Fosting Do
. . . 0471872000 [oar13r2000
Verification screen displays. moun (Transaction Statas
8.90 Iveiced
(Merchant Name City
REGULAR CASH ADVANCE FEE
State \Zip
Trans. Ref. # Merchant 1057
[74486120105109000014032
Merchant 1099 [Merchant DUIs
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Follow these steps to retrieve a Transfer Transaction Request:

Step 4
ACTION

Verify that all information is correct.

RESULT

The information is verified.

Step 5

Click|OK]

ACTION

RESULT

The Retrieve Transfer Transaction
Confirmation screen displays.

Step 6
ACTION

Clickto return to the queue
request screen.

RESULT

The EAGLS Queued Requests screen displays.

Please verily the new request status

Transaction Date [Posting Date
0ar1z/2000 oar1zsz000

[Amount Transaction Status

=90 [rvoiced

Merchant Name City

[REGULAR CASH ADVANCE FEE

State [Zip

Trans. Ref. & MMerchant 1057
F4426120105109000014052

MMerchant 1099 [Merchant DUNs

[Dehit ar Cradit macc

Dot o

[Default Accounting Code

TES6789TE 12345 TIGFIR 786908657 766AF FR VvV S55225456 7 TIGIVEIGIGY 12323

Retrieve Transfer Transaction
Confirmation

Tou have successfully completed a request to transfer the transaction from
4486810000009792
Please dllow thres business days for processing

Tk

Copyright @ 1999 Bank of Americali¥A (US4}, All rights reserved.

EAGLS Queued Requests

Request Status  Status Date  Accownt Numher  Accownt Name Assigned

Funciion

Wew User Frofile Approved 111771998 ROBVN WILLIAMS

New User Profite Approved 03/24/2000 LI PEEBLES

New UserProfile Approved 03/24/2000 LIPEEBLES

Transfer Transaction  Approved 04/10/2000  4486210000009762 EST CCOUNT 23B AOPC2LP
Transfer Transaction  Approved 04/21/2000  4486810000009792 EST CCOUNT 238 DBOZ3LP
Transfer Transaction Approved 04/12/2000  4486310000009792  EST CCOUNT 238 DBOZILP
Transfer Transaction  Approved 04/16/2000  4486310000009792  EST COOUNT 238 DBOZILP
Transfer Transaction Approved 04/21/2000  4426310000009792 EST CCOUNT 238 DBOZ3LP
Transfer Transaction  Approved 0472172000  4484810000009792  EST CCOUNT 238 DBOZ3LP
Transfer Transaction  Approved 04/21/2000  4486810000009792 EST CCOUNT 238 DBOZ2ILP
Transfer Transaction  Approved 04/17/2000  4486210000009702 EST CCOUNT 23B  DBOZILP
Transfer Transaction  Pending 04/0372000  4486810000009792 EST CCOUNT 238 GCSUPT
Transfer Transaction  New 04/22/2000  4486310000009792 EST COOUNT 238
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Accessing and Processing Queued
Transfer Account Request

Description

The Transfer Account Request function allows you to receive and
process Two-Stage Transfer Account requests. When you complete a
Two-Stage Transfer Account to a hierarchy within your span of control,
you can choose to process it immediately or send it to your queue for
processing at a later time. (Refer to the Account Inquiry/Maintenance
chapter, Transfer Account lesson). In this event you will play both roles
of Sending A/OPC and Receiving A/OPC.

When a Sending A/OPC transfers an account to a hierarchy within your
span of control, the account will post to your queue and as Receiving
A/OPC you will process it. A Simple Transfer Account processes
immediately and does not require further action.

What you will
need before
you begin

* A Hierarchy Level within your span of control
* An account pending in the Transfer Account queue

In this lesson
you will learn

How to:
* Access the Transfer Account queue
* Process the queued Transfer Account requests

Situations where
you may use
this function

» When accounts have been transferred to a hierarchy within your span
of control and need to be processed

The screens
you will use in
this lesson

* Transfer Account Queue Search

* Transfer Account Multiple Search Results
* Transfer Account — Receiving

* Transfer Account Verification

* Transfer Account Option Set ID Selection

Available
hyperlinks

Not applicable
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{7 What You Need to Know:

* Transfer requests to be worked display with the account number underlined and are
hyperlinked to the Transfer Account screen.

* The Receiving A/OPC has the option of flagging the account for reactivation when the
account cycles, or keeping the account deactivated until a later date.

* If a Central Account ID change is involved, the actual changes to hierarchy, Central
Account ID, and authorization control options will be pending until Cycle Date + 1 day.
However, if the account being transferred has no current transaction activity, including
payments, credits, or purchases, the changes are effective after the Data Exchange File
(DEF) update.

* You will not be able to submit a transfer if the account is closed.

Follow these guidelines to select a queued request status:

Select status... When...

you would like to return the request to queue to be worked by
New an alternate A/OPC or when hierarchy maintenance was performed and
the new hierarchy is not within your span of control

you want to review a request that has been held for further review

Pending or research

Approved all of the data elements meet the transfer criteria

Declined account was erroneously transferred to your hierarchy
Key Terms

Not applicable
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Follow these steps to receive and process Queued
Transfer Account Requests:

Step 1

ACTION Transfer Account Queue
Search
Click on Transfer Account Queue from
. To pasform partial uama saarekas ou rou wumaric, ﬁg:rf:v,
the EAGLS Main Menu. ISP St i P o Sl
will find last names such as 'Jores' and "Johmson'.
Note: Partial searches take longer io complete tkan exaci searches.
Submit Clear
RESULT
™ 'Mew Status
The Transfer Account Queue Search I Pencing Stoas
. ™ ‘Approved Status
screen displays. I~ Desiasd St
N |
Step 2
ACTION
Click on one or more of the following Search For
Search For options: B New Status
I™ 'Pending Stat
* New Status ke Statis
. I 'Approved Status
* Pending Status I Declined Status
. Approved Status Sort By Account Name =]
* Declined Status —
T Account Number I
RESULT
I LastHame I
The selected Search For option displays.
Step 3
ACTION
sort By
Click on the Sort By drop down box[+ : ]
. . Posting Date
and select one of the following options:

* Account Name (Default option)
* Posting Date

RESULT
The Sort By option displays.
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Follow these steps to receive and process Queued

Transfer Account Requests:
Step 4

ACTION Search By

™ Account Number ,—

Click on one of the following Search By I ZestHame

. . . . Opfional Criteria with Last Mame

options and type in the criteria: FestHane —

* Account Number | e E—

* Last Name 5 orCan T i

* First Name (optional field to use with Tnbumeind (e )
I~ Social Security # [ trwecouy

a search by last name)

* Zip/Postal Code (optional field to use with
a search by last name)

* Business Phone Number

* Social Security Number

* Hierarchy/Hierarchy Depth

Note: Partial searches may be performed
and are based on the placement of the
asterisk (* ).

RESULT
The typed criteria displays.

Step 5

¥ Histarchy Degth

CurrentLevel ¥ Browse Hierarchy

[ Level [ Numher

[ Description/Name

HLL 050002

DEPARTKENT OF DEFENSE

HL2 I

HL3 |

ACTION Transfer Account
Multiple Search Results
Click|Submit|.
Search Criteria
R E S U LT ;l:;::r]ny :\?S;DDD 9050002
The Transfer Account Multiple Search e pocii ms ot SOPC. S [Ty [P Dk
. . [aags 0003103357 ew
Results screen displays when there are multiple T T e T T
[agz612001 1707701 LTER LOCHARD [accOUNT UAT [ew [ [par2sr2000
w |
matches. Go to Step 6. T T — s

The Transfer Account screen displays when a
single result is found. Go to Step 7.

Copyright @ 1999 Bandk of America, NA (USA) All tights reserved.
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Follow these steps to retrieve and process Queued

Transfer Account Requests:

Step 6
ACTION

Click on the desired account number to hyperlink
to the Transfer Account screen.

Note: Transfer Requests received in a
queue to be worked display with the
account number underlined.

RESULT

The Transfer Account Receiving
screen displays with the selected
account’s information.

Review the Transfer To Hierarchy sections.
The hierarchy level can be edited if a change
is necessary.

Step 7
ACTION

Type in the Central Account ID for
the receiving hierarchy.

RESULT
Central Account ID displays.

Step 8
ACTION
Type date in the Date of Activation text field in
(MM/DD/YYYY) format.

Note: This action will not be necessary if there
is no date of deactivation. The date must
not predate today s date.

RESULT

The Date of Activation displays.
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Transfer From Hierarchy

Transfer Account - Receiving

[sgency Name [HQ AFRC
[Sccount Name ONNER STANLEY __[Account Number Fa36120003409167
lsccount Status Open
Sending A/OPC Name  |ACCOUNT UAT [Sending A/OPC Phone 7574414000
[ Level MNumber  [DescriptionMame
HL1  |[posoooz DEPARTMENT OF DEFENSE
HL2 |[z000004 DEPARTMENT OF THE AIRFORCE
HL3 |[3043172 HQ AFRC
HL4 |
HLS |
HLG
HLT
HL8
Centeal Account | [evsom0z
[Date of Deactivation [
‘Dm of Activation “ MM/DDTYYT)
Queue Status Information
Request Status Pending [New Request Status
Status Date 04272000 [Requester
[Assigned [ACCOUNT UAT
Graer

|D ate of Deactivation

[05£25r2000

|Date of Activation

Jos/e512000

MADDTTTT)
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Follow these steps to retrieve and process Queued

Transfer Account Requests:

Step 9
ACTION

Tab to the Queue Status Information
section and click on the New Request Status
drop box[¥].

RESULT
The list of statuses display.

Step 10
ACTION

To select a new status, click on one of
the following:
» New — assigns the status and saves any
changes to the request queue
* Pending — awaiting status and saves
any changes to the request queue
» Approved — system changes this status
to ‘GCSU Queued’ and saves any
changes to the request queue
* Declined — transfer account to
declined status
RESULT

The selected status displays in the
New Request Status drop box.

Step 11
ACTION

Click on approved to accept the
transfer request.

RESULT

The Transfer Account Option Set ID
Selection screen displays.

[Date of Deactivation. [ ‘

|Dm of Activation. ‘| MM/DDYTY)
Queue Status Information
[Request Status Pending  |[New Roguest Status  [[Approved =
Status Date 04/27/2000  |[Requester e
[Assigned ACCOUNT UAT \ps:d"::g
[New
Suomit | | Clear
[Date of Deactivation. [
|Dm of Activation. ‘| MM/DDYTY)
Queue Status Information
[Request Status Pending  |[New Roguest Status  [[Approved =
Status Date 04/27/2000  |[Requester e
[Assigned ACCOUNT UAT \ps:d"::g
[New
Suomit | | Clear
Transfer Account

Option Set ID Selection

Please select ong of the Cption Sefs listed below for the account.
The Option Sef selection will noi be gffoctive until he day afler
the account bills and the new Hierarehy and Contral Account D become effective.

01044 DOD-STD-CASH 1600 7]

Copyright © 1999 Bank of America, NA (USA). All rights reserved.
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Follow these steps to retrieve and process Queued
Transfer Account Requests:

Step 12

ACTION

Select an Option Set ID for the account from
the drop down box[v].

RESULT

The selected option set ID displays for
the account.

Step 13

ACTION
Click[Submit].

RESULT

The Transfer Account Verification
screen displays.

Step 14

ACTION

Verify the information and click
to approve.

Note: If the Central Account Number is
changed a message displays warning that
future cost allocations must use the new
default accounting center s rules and values.

RESULT

The Transfer Account Queue Search
screen displays.

Transfer Account
Option Set ID Selection

Please select one of the Cintion Sets Hsted Below for the aecount
The Option Sef selection will not be effective until the day after
the account bills and the new Hierarchy and Central Account [0 bacome effbctive

01044 DOD-3TO-CASH 1600 L{

Copyright © 1999 Bank of America, NA (ITSA). All rights reserved.

Transfer Account
Verification

Please Werify the Information Below.

Transfer From Hierarchy

[sgency Name [HQ AFRC
[Accoumt Name ONNER STANLEY __|Accound Number 1486120003409167
l&ccount Status Open
Sending A/OPC Name _|ACCOUNT UAT [Sending A7OPC Phone __[7574414000
Level Number Description/Name
HLI 9050002 DEPARTMENT OF DEFENSE
HLZ 2000004 DEPARTMENT OF THE AIR FORCE
HL3 3043172 HQ AFRC
HL4
HLS
[ HLs
[ HLT
[ HLs

Transfer Account Queue
Search

To pasform partial nama searches o now utmaric fialds,
anter partial ssarch criteria followad by ax asterisk ™.
Ex: Entering 'Fo™"in the Last Name fiel2
will find fast names such as 'Jores” and 'Joknson'.
Note: Partial searches take longer to complete than exact searches.

Submit Clear

Search For

I New Status

I 'Pending Status
™ ‘Approved Status
I 'Dectined Status

Sort By AccountName [»
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Set Up: Establishing New Accounts
and Accounting Centers

Overview

The Setup function allows you to establish accounts and/or issue

cards for account holders via EAGLS.

Only a designated A/OPC is authorized to establish an account

holder transaction account for a Centrally Billed Account or to

establish Accounting Center Information within their span of control.
Depending on your agency/organization’s policies and procedures,

your duties may vary.

You may set up a New User Profile at the same time as Account Setup if the
new account holder will also be an EAGLS user. User Profiles are

established on each EAGLS user and determine a user’s access to screens and
functions. Refer to Lesson 1 of the User Options Chapter: Working with User
Profiles for more information.

Note: This chapter is only applicable if you have a purchase or integrated card
program and are chosen by your agency to establish your agency's accounting
center information.

In this chapter
you will learn

How to:
* Perform Account Setup for a Centrally Billed Account (CBA) within your
span of control
* Set up agency-level accounting center information used for cost allocation
Lesson 1: Establishing an Account Holder Transaction Account
for a Centrally Billed Account

* Construct a Master Accounting Code using the Browse function
Lesson 2: Establishing an Accounting Center:

* Segment descriptions

* Valid values

* Segment comments

* Merchant Category Codes (MCC)

Benefits and
advantages

* Eliminates unnecessary paper

* Provides an efficient and secure way of establishing accounts
* Provides a standard format that is easy to use

* Enables better control/management of your program

* Enables comprehensive accounting center reporting
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Establishing an Account Holder
Transaction Account for a Centrally
Billed Account

Description

The Setup Account function allows you to input information into EAGLS
to establish a transaction account for an account holder. This function
enables the A/OPC to enter account information in order for the account
holder to receive a card.

What you will
need before
you begin

* A Central Account ID number that will be associated with the account.
Note: Central account IDs were set up for your organization during
program implementation.

In this lesson
you will learn

* How to establish centrally billed transaction accounts for account
holders within your span of control

Situations where
you may use
this function

* You need to set up an individual account that is tied to a CBA
* You have a new employee in your hierarchy and you would
like them to have a card

The screens
you will use in
this lesson

* Account Setup Search

* Setup Account

* Account Setup Verification

* Account Setup Confirmation

Available
hyperlinks

* Authorization Controls Setup
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{7 What You Need to Know:

* You may only set up a new account within your assigned hierarchy or below.

* The Central Account ID is a required seven-digit number that uniquely identifies
the central account that was set up for your organization during program implementation.

* Cards will be mailed within three (3) business days of account setup.

Key Terms

Accounting Center A unique set of accounting information for an agency. The information
includes accounting code segments, priority rules, valid values, and
value descriptions. An account may have only accounting center
associated with it.

User Profile The authorization a person is given to access EAGLS screens and
perform EAGLS tasks.
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Follow these steps to establish an Account Holder Transaction
Account for a Centrally Billed Account:

Step 1

ACTION
Click on Setup, from the EAGLS
Main Menu.

RESULT

The available functions within Setup display.

Step 2
ACTION

Click on Account.
RESULT

The Account Setup Search
screen displays.

Step 3
ACTION
Click on the Central Account ID field.

RESULT

The cursor positions in the Central
Account ID field.

Step 4
ACTION
Type in the Central Account ID number.
RESULT
The Central Account ID number displays.

Note: This is a required field. Central Account
ID is a seven-digit number that uniquely identifies
the central account and was set up for your
organization during program implementation.

07 WaisAS 186pe7 JUSWILIZAOS INODD)

Account Setup
Search

Search By

Central Account ID
& LastName [
Fizst Hame [
' Social Seoutity Number
Submit | Clear

Copyright @ 1999 Bank of America, NA (USA). All rights reserved.

Search By
Central & ccount ID ||—
& Last Name |
First Mame I
¢ Social Secuity Number I—
Clear |
Search By
Central Accost I [aos000z
& Last Name |
First Hame |
£ Bocial Security Number 1

Clear

Copyright ® 1999 Bank of America, NA (USA) Al rights reserved.
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Follow these steps to establish an Account Holder Transaction
Account for a Centrally Billed Account:

Step 5

ACTION
Click on one of the following Search Search By
By options and enter the data: " lzur:::w
» Last Name/First(default) First Name [Gorn
* Social Security Number C SoudFevsiyNumb: [
Use dashes (for example: 123-45-6789). Clear
RES U LT Copyright @ 1999 Bank of America, NA (USA). All rights reserved.
The selected Search By criteria displays.
Step 6
ACTION Setup
Account
RESULT !Hnem:hyLwel ‘ Browse |
The Setup Account screen is displayed. Scroll EE ‘Wf“““e; e
down to view information. =

HLA

HLS

Note: If the name or Social Security number —
entered exists within the selected Central a7
Account ID, the Setup Account screen displays o

a list of those accounts that match the search
criteria. If a new account needs to be created,

clich New Accouni .
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Follow these steps to establish an Account Holder Transaction
Account for a Centrally Billed Account:

Step 7

ACTION ;i rrrrr hy Information ‘ |
ierarchy Level Browse
Click on the Hierarchy Number field and N
type in the hierarchy number. T i
OR HL2 ‘ :ZEIEI[I[IEM

Click [Browse]and select the appropriate T
hierarchy level. s ||

RESULT .
The hierarchy number/description displays. = |

Step 8

ACTION Central Account Information
[Central Accoum 030002

. . [Central Account Name UAT-HQAFRTS
Click on the Accountlng Center ID field \c,“mAgcn“:N“m,r 44361 20000587007
?md type in the accounting center ID number, re—— D —
if a different ID is needed. T Browse
Note: The Accounting Center ID number may
default from the Central account.

OR
Click [Browse]to select the appropriate Accounting
Center ID.
RESULT

The Accounting Center ID displays.
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Follow these steps to establish an Account Holder Transaction

Account for a Centrally Billed Account:

Step 9
ACTION

Click in the Master Accounting Code field
and type in the master accounting code to
be associated with the account.

OR

Clickto create a Master Accounting
Code from the list of Valid Values.

Note: See steps for Constructing a Master
Accounting Code through the Browse Function
at the end of this lesson.

RESULT

The master accounting code displays.

Step 10
ACTION

Scroll down to the Generates Paper Statement
field. Click on the drop down box [v] and select
one of the available options.

RESULT

The selection displays.

Step 11
ACTION

Tab to Card Type field. Click on the drop
down box[v]and select the card type.

Note: Card Type options describe the card design
available for your program type and agency.

RESULT
The selected card type displays.

Central Account Information

Central Account ID

9050002

Central Account Name

[UAT-HQAFRTS

Central Account Nuriher

44861 20000537007

|Accounting Cenier ID 16270 Browse
Master A ccounting Code Browse
2000123456/22334

Account Information

Program Type Travel

Travelers Checks Yes

Billing Type Individual

‘Gemnm Paper Statement ‘ No =

‘Can‘lTypa ” ws purchase j

|cartTion.card [cars =]

‘ApcnuntFJq)iraﬁnn Date [ MIMAYTY)

‘Cmﬂil Limit

Account Information

[Program Type

[Trawel

[Travelers Checks

Yes

[Billing Type

Inividual

‘Gumnh Paper Statement

‘C:ml Type

Card/Non-card

Account Expiration Date

‘Credil Limit
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Follow these steps to establish an Account Holder Transaction
Account for a Centrally Billed Account:

Step 12

ACTION

Tab to the Card/Non-Card field. Click on
the drop down box[v]and select one of the
available options.

RESULT
The selected card type displays.

Step 13
ACTION

Tab to the Account Expiration Date field
and type an expiration date in the format
MM/YYYY. The standard expiration date
for an account is 24 months from the account
setup date.

RESULT

The account expiration date displays.

Step 14
ACTION
Tab to the Credit Limit field and type in

the credit limit to be assigned.

Note: When entering the dollar amount,
do not use the dollar sign ($), decimals,
or commas.

RESULT
The credit limit displays.

Account Information

[Program Type

[Travelers Checks

[Billing Type

[individual

‘Gumr:m Paper Statement

Card Type

ws purchase j

Card/Non-card

Account Expiration Date

Credit Limit

Account Information

Program Type

Travel

Travelers Checks

[Tes

Billing Type

Individual

‘Genenm Paper Statement

I

‘C:ml Type

‘lvs purchase j

Card/Non-card

‘l Card j

Account Expiration Date

042002 qumncryy

Credit Limit

Account Information

Program Type
‘ (3 P!

[Trawel

[Travelers Checks

[es

[Billing Type

[Indivicual

‘Gemram Paper Statement

[

‘Canl Type

[spuchess &

Card/Non-canl

Card j

Account Expiration Date

04/2002  qumivyvY)

Credit Limit

[10000
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Follow these steps to establish an Account Holder Transaction
Account for a Centrally Billed Account:

Step 15

ACTION Account Holder Information
[Last Name Smith
Click in the desired field and make the oy ol
\Address 1 jattn: Diana YWetmore
necessary Change. |Address 2 1 Commercial Flace
A ddress 3 4th floar
Note: In the Account Holder Information e
section, you may edit any of the - lﬁk
prepopulated fields. oty =N
|Zip/Postal Code 23510
RES U LT 'Work Phone 7H7-823-1234
The change displays in the selected field. el e

Step 16

ACTION Identification
[Social Security Number [ezz-11-3344
Complete the fields in the Identification section. Eaplogee D fpee-iT54g
. . (Crade |majur =l
Note: Only bolded fields are required. e s
RESULT Submit Clear

The entered information displays.

Step 17
ACTION

Click [Submit|.
RESULT

The Account Setup Verification
screen displays.

Step 18
ACTION

Verify displayed information, and correct
as necessary.

RESULT

Corrected information is displayed.

Bold Fields Are Required

Copyright @ 1999 Bank of America, NA (USA). All rights reserved.

Account Setup
Verification

Please ve: rify that the Account Setup information you have entered is comrect.
A nt Hie hy

Level Nurmber Description/Name

HL1 9050002

HLZ 2000004

HL3

HL4

HL>

HLs

HL?

HLs

Account Setup
Verification
Flease verify that the Aceount Setup information you have entered is correct.
A nt Hierarchy

Level Number Description/Name

HLL 2050002

HL2 2000004

HL3

HL4
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Follow these steps to establish an Account Holder Transaction
Account for a Centrally Billed Account:

Step 19

ACT|ON Account Setup

Confirmation

Click K] ’
You have successfully submitted Account Setup Information for

RESULT i

associated with the following Hierarchy struciure

The Account Setup Confirmation
. Level [ Dumber Deseription/Name
screen displays. m [

HLZ 2000004
HL3
HL4

HLS
HLG
HL?
HLE

The account number will be available to you the next business day, Tou may now setup Authorization
Controls or User Profile for this new accovnt.

Lok |
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Follow these steps to Construct a Master Accounting Code

through the Browse Function:

Step 1
ACTION

Click in the Master Accounting Code

field.
RESULT

The Construct Accounting Code screen
displays in a pop-up window.

Step 2
ACTION

Choose the first segment from
the drop down list.

RESULT

The selected segment displays.

Step 3
ACTION

Type a Segment Value in the Add Segment

Value field. Go to Step 4.
OR

Click|Browse Segment|to choose available

segments. Go to Step 8.
RESULT

Segment value displays.

Step 4
ACTION

Click|Add Segment.
RESULT

The Segment Value Verification section
displays at the bottom of the screen.

Construct Accounting Code

Accounting Code
and Description

AR

Segme

Browse Criteria

Add Segment Value

Add to Favorites Finihed Add Segment

Browse Segment | | Cancel

Construct Accounting Code

Accounting Code
and Description

AR

Segment

Browse Criteria

Add Segment Value

Add to Favorites Finihed Add Segment

Browse Segment | | Cancel

7 Accounting Code Selection - MindSpring Internet E splorer

Construct Accounting Cade

Accounting Code
and Description

Segment (1) Division

Browse Criteria [

Doo1]

AQd Segment Value

AddtoFavories | Finished | [ AddSegment | | Browse Segment | | Cancel

2 v
{3 ACCOUNT CODE ]

[
[CEADM-AICTRARS

Finished | [ Sogment_| Browss Segment

Segment Value Verification

Update Master Accounting Code with
Segrment 3 (ACCOUNT CODE) = DBADM-AICO6AFS?

oK Cancel

Gance
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Follow these steps to Construct a Master Accounting Code

through the Browse Function:

Step 5
ACTION
Click [OK].
RESULT

The Segment displays at the top of the
Construct Accounting Code screen.

Note: Repeat Steps 2 through 4 for all
remaining segments.

Step 6
ACTION
Click [Finished].
RESULT

The new Master Accounting Code displays
in the Account Setup window.

Step 7
ACTION

Click IBrowse Segment |.
RESULT

All valid segment values display on the
bottom of the screen.

Step 8
ACTION

Select a segment value from the segment list.

RESULT
Segment value displays highlight.

Construct Accounting Code
- DODI/WD CIT30K

Accounting Code .

and Descriptio ZEEHI“ of Defense 1/'Washington D C 1730

Segment {1} Division =

Browse Criteria |

Add Segment Value

AddtoFavories | | Finished | | AddSegment | | Browse Segment | | Cancel

Central Account Information
[Central Account ID [o0s0002
[Central Account Name [UAT-HOAFRTS
[Central Account Number 44251 20000587007
Accounting Center ID [15270 Browse

Master Accounting Code Erowse

[poDiwoci 7ok

Select A Valid Segment Value

BOA1 [Bank of America 1]
BOAZ [Bank of America 2]
DOD1 [Department of Defense 1]
DODZ [Department of Defense 2]

Select |

Select A Valid Segment Value

BOAT [Bank of America 1]
BOAZ [Bank of America 2
‘D001 [Deparment of Defense 1]
DOD2Z [Deparment of Defense 2]

Select |
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Follow these steps to Construct a Master Accounting Code

through the Browse Function:

Step 9
ACTION
Click [Select .
RESULT

Segment displays at the top of the Construct
Accounting Code screen.

Note: Repeat Steps 7 through 9 for all
remaining segments.

Step 10
ACTION
Click [Finished|.
RESULT

The new Master Accounting Code displays
on the Setup Account screen.

Accounting Code
and Description

Segment
Browse Criteria
Add Segment Value

Add to Favorites

Construct Accounting Code
DODLWDC1T30K
Deparmment of Defense L'¥Washington DC 1730
K Street

(1) Division -

| Finished | | Add Segment

Browse Segment

Cancel

Central Account Information

Ceniral Account ID

[posoooz

Central Account Name

[vAT-HQAFRTS

Central Account Number

‘4486120000587007

[sccauarting Cexer [iezn Brawse
‘MasterAccountmgCode ‘ Erowse

[poDipoe 730K
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Establishing An Accounting Center

Description

The Accounting Center setup function allows you to input accounting
information for an agency into EAGLS. This information defines the
unique criteria for performing cost allocation. Accounting centers are
setup for CBAs only and maintain the accounting information that enables
users to reallocate transactions to different accounting codes. When a
transaction enters EAGLS, an accounting code is automatically assigned
by the system based on one of the following priorities: individual account,
central account, or MCC of the transaction. These priorities are
determined by the agency based on their particular needs. The accounting
code that defaults or is automatically assigned to the transaction may be
changed to another accounting code, if necessary for reconciliation
purposes. The definition and meaning of these accounting codes are
defined in the accounting center assigned to the account. AOPCs may
define accounting codes by establishing the default priorities, accounting
code segments, and segment values. Please refer to Chapter

7 — Transaction Data, for more information on Cost Allocation.

What you will
need before
you begin

* Hierarchy level within your span of control
* Master Accounting Code

In this lesson
you will learn

* How to:
* Set up accounting center information within your span of control, using
the Accounting Center Setup functions
» Establish accounting center information related to cost allocation,
including:
0 assigning accounting code segments and segment descriptions
U choosing priority rules
O establishing valid values and value descriptions
0 segment comments
O setting up Merchant Category Codes (MCC)

Situations where
you may use
this function

* Your Agency requires the establishment of accounting codes and
merchant category codes used for cost allocation.

The screens
you will use in
this lesson

* Accounting Center Setup Main Form

* Accounting Center Setup Segment Description
* Accounting Center Setup Valid Values

* Accounting Center Setup Segmented Comments
* Accounting Center Setup Confirmation

* MCC Default Account Code

* MCC Default Account Code Search

Available
hyperlinks

*Accounting Center Information
* MCC Default Accounting Code
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What You Need to Know:

» Agencies may choose to elect a designated A/OPC to set up and maintain Accounting
Center information for the Cost Allocation function within their span of control.

* Accounting Center Setup allows your agency to identify which segments within the
accounting codes are required or optional. Optional segments may be left blank, but
required accounting code segments must be completed.

* Value descriptions of the accounting code segments display when using the Accounting
Code Browse, Transaction Detail screen, and Cost Allocation screen. This makes
accounting center setup, accounting center maintenance, and cost allocation functions
easy to perform.

* Priority Rules refer to the order in which default accounting codes are applied
to transactions and are set by an individual agencies preference. Agencies may choose
to apply first, second, and third priority to accounting codes. Accounting codes may only
have one set of priority rules.

Example:
Central Account 1[I Central Account 1 [
Accounting Holder |2 |[¥] Accounting Holder |1 | []
MCC 3| ™ MCC 31
Correct Incorrect. You may not

have the same priority rule
apply to two different
accounting codes.

 Agencies may use Segmented Comments with the Cost Allocation function to enter
comments for each segment of the accounting code. These segments are created and
maintained in the Accounting Center. As with Free Form Comments, the total of all
Segmented Comments may be a maximum of 100 characters.

* Agencies may choose, during Accounting Center Setup, whether or not to allow
transactions to be reallocated after the Agency Accounting System (AAS) file has
been sent.
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Key Terms

AAS

Accounting
Center

Accounting
Center ID

Accounting
Code Segment

Accounting
Code

Cost
Allocation

Default

Free Form
Comments

MCC

Priority Rules

Required

Segment
Descriptions

Segment
Length

Segment
Name

Agency Accounting System

A unique set of accounting information for an agency. The information
includes accounting code segments, priority rules, valid values, and
value descriptions. An account may have only one accounting center
associated with it. An Agency’s unique set of accounting information.

A number automatically assigned by EAGLS to each accounting
center created.

One part of the general ledger accounting code. Each accounting
code segment has a name, description, start position, and end position

The 64-digit string of general ledger accounting code segments that
identifies the cost center to which a transaction is being applied.

The EAGLS component that allows a user or A/OPC to assign a
transaction, or part of a transaction, to different accounting codes.

The accounting code to which all transactions will be assigned if no
other priority rule has matched a transaction to an accounting code.

Comments attached to a cost allocation within a centrally billed
account, which are not linked to each segment of the accounting code.
The total length of the comment may not exceed 100 characters.

A 4 digit code that defines the Merchant Category Code (MCC). These
codes designate the type of business a merchant conducts.

The rules determining the order in which default accounting codes will
be applied to transactions. You may choose to apply to the Central
Account’s default accounting code, the Account Holder’s default
accounting code, and the MCC default accounting code priority rules of
1, 2, and 3. Priority Rules are mutually exclusive. The same priority
may not be assigned to more than one rule.

A portion of the accounting code which must be entered to create a
valid accounting code.

The description of one portion of the general ledger accounting code.
The number of characters that a segment of the accounting code may
use. The total length of all segments may not exceed 64 characters.
The title given to a specific segment of the accounting code. For

instance the segment name of the first segment of an accounting code
may be "Year" and the segment length would be four characters.
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Key Terms

Segmented
Comments

Total Length

Valid Values

Value

Comments attached to a cost allocation within a centrally billed account
which are linked to each segment of the accounting code. The total
length of the comment may not exceed the defined number of characters
for that segment.

The total length is the number of characters that the accounting code
must not exceed. The entire accounting code must not exceed 64
characters, regardless of the number of segments contained with

the code.

A list of acceptable values for a given accounting code segment that the
user will establish during accounting center setup.

Short descriptions (40-character length) of each valid value. These
value descriptions will appear when the user performs Accounting Code
Browse, as well as on the Transaction Detail screen and the Cost
Allocation screen.
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Follow these steps to establish an Accounting Center:

Step 1
ACTION
Click on Setup, from the Main Menu.

RESULT

The available options within
Setup display.

Step 2

ACTION BankofAmerica Accounting Center Setup
m s OF : 041262000 2] Main Form
Click on Accounting Center. e
a Hierarcl hy
E ::::: ‘hy Level Browse
RESULT - i [ ir e
\,3) HL{ 9030002 DEPARTMENT OF DEFENSE
. . : 3 —
The Accounting Center Setup Main Form 3 | (i
. 3 |
screen displays. 5 e R
.2‘ HLS 1
3 HL ‘ 1
ep 5 HLS ‘
ACTION
. . . . Al ting Center Set
Click |Browse|to select hierarchy information N e rom T
under the default level.
Il-lierarchy‘].wel . Browse
Note: Hierarchy numbers may be [ owi [ Do
[ HL 9050002
manually keyed. - I DEPARTMENT OF DEFENSE
HLz [
RESULT | ]
HLS [
The default hierarchy level numbers ms [ ]
. . . HLT [
and descriptions display. N
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Follow these steps to establish an Accounting Center:

Step 4
ACTION

Tab to the Priority Rules section and assign
a value of 1, 2, or 3 in the following fields,
using the drop down box[3]:

* Central Account

* Account Holder

* MCC

Note: The same priority may not be assigned

to more than one rule.

RESULT

The value for each priority rule displays.

Step 5
ACTION

Tab to the Number of Accounting
Code Segment field and type in
the box the number of segments to
be established.

RESULT

The number of segments displays.

Step 6
ACTION
Click :
RESULT

The Accounting Center Setup Segment
Description screen displays.

Priority Rules

Central Account 2R

|Account Holder 18

MCC I8

The values selected in the dropdown boxes must be wnigue
among the three priority ruies.

Priority Rules

Central Account 28

Account Holder 18

MCC kil

The values selected in the dropdown bores must be unigue
among the thres priovity ruies

Numher of Accounting Code Segment
(s)

la_

Clear

Copyright © 1999 Bank of Ameria, NA (USA). ATl rights Teserved.

Accounting Center Setup
Segment Description

[Accounting Center ID 13220 |

‘Accnuming Center Name ‘| ‘

Segmentation Detail

Seg [Required [Segment Name [Segment Description [Length
L 14 —
2 I —
5 I —
Total Lengih (ol

Please fill inall Segment names, Segment descriptions and the length for cach segment

Copyright @ 1999 Bank of America, NA (US4, Al righis resexved.
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Follow these steps to insert Segment Descriptions:

Step 1

ACTION Accounting Center Setup

Segment Description

Click in the Accounting Center Name
field from the Accounting Center Setup

[Sccounting Center & == |

\Amu...ﬁ,.g Center Name. I ‘

Segment Description screen. iR rr— Lo
n 4 —
R 4 [
RESULT : z —
Fry— P
The cursor positions in the field. S S
Clear
Copyright @ 1999 Bank of America, Na (USA). All righs reserved.
Step 2
ACTION
[Accounting Center ID [12220
Type a name for the accounting center premenogconer e Jcenee oted
being Created‘ Segmentation Detail
Seg # Required Segment Name Segment Description
1 12
RESULT - -
The accounting center’s name being created
displays in the Accounting Center Name field.
Note: The Accounting Center ID is system-
generated and displays as "read only".
Step 3
ACTION ey
. . . lg . ~ I l_
Click in the Required status box to remove : ol =
the status if the segment being created is s . P
not required. S .
RESULT —
Copyright @ 1999 Banks of America, NA (USA) Al rights reserved.
The Required status box displays a check

mark if the segment is required and displays
blank if the segment is not required.

EAGLS User’s Guide 01/08/01 — Page 230



Setting Up New Accounts — Chapter 6

Follow these steps to insert Segment Descriptions:

Step 4
ACTION

Tab to the Segment Name field
and type the name of the segment
being created.

RESULT

The segment name displays.

Step 5
ACTION

Tab to the Segment Description field and
type a description of the segment.

RESULT

The description of the segment displays.

Step 6
ACTION

Tab to the Length field and type the length
of the segment. Continue entering segment names,
descriptions, and lengths as needed
by repeating Steps 2 through 5.
RESULT

The length of the segment displays. The
Total Length field displays the total length
for all segments.

Step 7
ACTION

Click :

RESULT

The Accounting Center Setup Valid
Values screen displays.

[segmentation Detait

[Seg # Required d N Length
1 " [rear 4 digit year [4
2 r [Activity 6 digit activity 6
B 3 [Canter 5 digit center name [5
Total Length [15
Plaase il in all Segnent vames, 5o gment descriptions and the length for each segment.
e
Copyright® 1999 Bank of America, NA (US A). Al rights reserved.
ISegmenlalinn Detail
[Seg # [Required Length
1 ~ [vear 4
2 r [actvity 6
3 ~ [Center 5
Total Length 15
Please fill in alf Segment names, Segment descriptions and the length for each segment.
e
Copyright© 1299 Bank of America, NA (US A% All rights reserved.
[segmentation petai
[Seg # [Required [Segment Narme [Segment Description Length
f F [vear 4 digityear 4
2 =] [actvity 6 dligit activity 6
3 4 [Center £ digit center name g
Total Length 15

Please fill in all Segment names, Segment descriptions and the length for each segment.

owr

Copyright @ 1999 Bank of America, NA (USAX. A righs reserved.

Accounting Center Setup
Valid Values

Hierarchy Information

[Accounting Center ID 12220

[Accounting Certer Name [Central Office

Nuriher Description/Name

9050002 DEPARTMENT OF DEFENSE

\ [
\ [
[ mz
[ ms
\ [
\ [
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Follow these steps to insert Valid Values:

Step 1

ACTION Segment Information
Segment Name ||Year j
Tab to the Segment Name field from the SegrentDeseipion Y
Valid Values setup screen, and select a segment cettet ’7
name using the drop down box[3]. =
RESULT
bote: To selsct rultipls iteras for delation, use the SHIFT key or the CTRE key while selecting iterns. The SHIFT key will allow
cans’ef"\.}vtm 1tems‘by‘se!.ecth\.g I‘l'lé ﬁ‘xsl ax\d]ast iters iml.va‘ g’oupthil Jou Wam 1o delete. Th& CnTRi kéywﬂ.laﬂnﬂw yo\.no select

The segment name displays.

Note: The Segment Description field
refreshes with the selected segments
description.

Step 2

ACTION = o s

1999 [Calendarvear 1999

[z000 [Calendar vear 2000]

Tab to the Value field and type the value
assigned to the current segment.
Note:
* The value must be the maximum length
of characters assigned to the segment.
* Duplicate values cannot exist
per segment.

RN SR S AR SRR

Add Values ClearInput

RESULT

The value assigned to the segment displays.

Step 3

ACTION = Do

[1999 [Calendar Year 1939

2000 [Calendar vear 2000]

Tab to the Value Description field and type
a description of the value.

RESULT

The value description displays.

Add Values ClearInput
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Follow these steps to insert Valid Values:

Step 4

ACTION Segment Information

Segment Narme Year 7|

Click Add Values Segment Description 4 cigit year

1999 [Calendar Year 1999]
2000 [Calendar Year 2000]

Note: Continue to define each Segment by il ke
repeating Step 1 through 3 as needed. Delete Valuzs
Iote: To selzct sltiple iters for deletion, use the SHIFT key or the CTRL key whil selerting iteras. The SHIPT ey vill allor
RESULT consecutive iterns by selecting the fiast and last ifenes in the group that you want to delete. Tha CTRL keyy wall llow you to sel]

the CTRL key and selecting each individual tera wou want to delete. Please select no more than 10 iteras at a tivae for deletion.

The value displays in the Valid Values field.

Step 5

ACTION

Cost Allocation Setup

Tab to the Cost Allocation Setup section ;z:;‘:;““m";z =
b umber of Jegments 3
and select one of the following: T
¢ Free Form Comments ‘AﬂaneAJlncaﬁnnA.ﬁgrAASFud No =
* Segmented Comments Subi

RESULT

Copyright ® 1999 Bank of America, NA (USA). All rights reserved.

The selected comments information
button displays.

Step 6

ACTION
[Cost Allocation Setup
If Free Form Comments is selected, Lt foos O
e st ngrnt: B
gO tO Step 8 Display Debit/Credit Indicator Mo
If Segmented Comments is selected, type e ReSocain Afer 445 Feed [No B
a number in the Number of Segments field. S
RES U LT Copyright © 1999 Bank of America, NA (USA). All righis reserved.

The number of segments selected displays.
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Follow these steps to insert Valid Values:

Step 7

ACTION

Click on the drop down box and select an
option for the Allow Reallocation After
AAS Feed field.

Note: Selecting Yes allows transactions to

be reallocated after the AAS file has been sent
with the first allocation. Selecting Yes allows
you to perform multiple reallocations on the
same transaction.

RESULT

The option selected displays.

Step 8

ICost Allocation Setup

\ € Free Form Comments \

& Segmented Commenis
‘ Number of Segments B

[Display Debit/Credit Indicator [ta

[Allew ReAllocation After 845 Feed [0 =

Submit

ACT'ON Accounting Center
Setup Confirmation
Click [Submit].
RESULT Youlave successily setup the follows

If Free Form Comments was selected,
the Accounting Center Setup Confirmation
screen displays.

If Segmented Comments was selected,
the Accounting Center Setup Segmented
Comments screen displays.

ing Center

Hierarchy Information

[Accounting Center ID [18240

[Accounting Center Name  |[CENTRAL OFFICE

Level

Number || Description/Name

HL1

80235007 ‘ EAGLS TEST CO 5025007 L1

HLZ

HL3

HIA

HLS

HLS

HLY

HIB

Accountmg Center Information

Lok |

Copyright @ 1999 Bank of America, NA (USA). Al righis reserved.

MCC Default Accounting Code

Accounting Center Setup
Segmented Comments

Segmented Comments

Segment

Segment Name

[Lengmh

1

—

2

3

Total Length

o

Please fill in all Segment names, Segment descripfions and the length for each segmen

Submit Clear

Copyright © 1999 Bank of America, NA (USA) Al rights reserved.

.
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Follow these steps to insert Segment Comments:

Step 1
ACTION

Click in the Segment Name field and type
the name of the segment.

RESULT

The segment name displays.

Step 2
ACTION

Click in the Length field and type the
length of the segment.

RESULT
The segment length displays.

Step 3
ACTION

Repeat Steps 1 and 2 to add Segmented
Comment information for each segment.

Click .
RESULT

The Accounting Center Setup Confirmation
screen displays.

Step 4
ACTION
Click@ to review and approve the

information displayed.

RESULT

The Accounting Center Setup Main Form
screen displays.

Segmented Comments

Segmemt # Segment Name [Length

1 [vear

2

<]

Total Lengih 0
Flagse fill in all Sagment names, Ssgment desoriptions and the length for cach segmant

Segmented Comments

Segment# Segment Name [Length

1 [rear 4

2 ]

b

‘Tnml Lengith 4

Please fill in all Segment names, Segment descriptions and the length for each segment.

Copyright @ 1999 Bank of America, NA (USA) All ights reserved.

Accounting Center
Setup Confirmation

You have successfully setup the Hllowing Accounting Center

Hierarchy
[Accounting Centex D = |
[Accounting Centex Name [CENTRAL OFFICE |
Level umher Description/Name
AL Sos0002 DEPARTMENT OF DEFENSE

HL2
HL3
HLA

HLS
HLS
HL7

MCC Default Accounting Code

Copvzieht © 1999 Bank of America, NA (USA) All rights reserved,

Accounting Center Setup
Main Form

|I—herarchy].evel | Browse |

Level Number Description/ame
HL1 9050002 DEPARTMENT OF DEFENEE
HL2

HL3

HL4

HLE

HL7

|
I
I
HLS [
|
I
I

HL8

Priority Rules
I
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Follow these steps to assign MCC Default Accounting Codes:

Step 1

ACT|ON MCC Default Accounting Code
Search

Click on the MCC Default Accounting

Code hyperlink to set up MCC Default Soarch By
Accounting Codes. Joceubag e ;ﬂ
OR & MO Rangs el
Click on the Accounting Center Information e

hyperlink to return to the first page of the
Accounting Center Setup screen.

RESULT

Copyright ® 1999 Bank of America, NA (USA). All righis reserved.

The MCC Default Accounting Code Search
screen displays.

OR

The Accounting Center Setup screen
displays information about the accounting
code being created in a "read—only" mode.

Step 2

ACTlON MCC Default Accounting Code
Type the MCC code or the MCC code range I e
to be added and click[Submit) . T T DEFARTMENT OF DEFERSE
HL3
RESULT s
HLS
. HLA
The MCC Default Accounting Code i
screen dlsplays' [Accounting Center ID [izzz0 I
[Accounting Center Name [CENTRAL OFFICE |
Segment Name [vear H
Default Accounting Code ‘3##3/#3###3/#3##3
MCC Range [ o [EE
Step 3 = ‘
ACTION
Segment Narme [vear =
. \Default Accounting Code b SR
Tab to the Segment Name field and, using MCC Rarge Comzr_b s
the drop down box, select the segment name. — ‘
2000
RESULT
The segment name displays. —p 3
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Follow these steps to assign MCC Default Accounting Codes:

Step 4

ACTION

|Accounting Center ID 18220
. [Accounting Center Name [CENTRAL OFFICE
Select a value from the Valid Values list — —
egmeni Name enter ¥
box to be the default value for the current \Degmlm;counﬁng Code }2000/123456/22334
segment and click . Continue }:‘jj:’@ }'”T w [FE ]
constructing the accounting code by repeating Tz
Steps 2 and 3 as needed.
RESULT Select Finished Cancel
The values selected display in the
Default Accounting Code field.
Step 5
ACTION MCC Default Accounting Code
Search
Click Finished].
RESULT iSO
@ pce I
The MCC Default Accounting Code Search 100 Range w0
screen displays. Clear
Copyright © 1999 Bank of America, NA (USA) All rights reserved.
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Chapter 7

Transaction Data:
Working with Transactions

Using the Transaction Data Function

Overview The Transaction Data function in EAGLS will assist the A/OPC and
account holder in managing transactions for individually billed accounts
or centrally billed accounts.

You can review transaction information through the agency invoice or
individual statement as well as manage transaction information by trans-
ferring transactions to different accounts and allocating transactions to
accounting codes.

You are also able to research transactions by matching them to a merchant
credit, requesting a sales draft or disputing an incorrect transaction.

In this chapter How to:
you will learn * View and make changes to account information at the transaction
detail level
» Review, verify, match and transfer transactions
* Retrieve queued transfer transaction requests
* Request a sales draft
* Allocate costs to a specific cost center or accounting code
* Dispute a transaction
 Gain instant access to the agency invoice and individual statement
» Match, dispute and transfer a transaction online
* Allocate costs online
Lesson 1: Viewing Transaction Details on Your Agency’s Invoice
Lesson 2: Viewing Transaction Details on Individual Statements
Lesson 3: Allocating Centrally Billed Transactions
Lesson 4: Transferring Transactions Between Accounts
Lesson 5: Using the Match Transaction to Offset a Merchant Credit
Lesson 6: Requesting a Sales Draft
Lesson 7: Disputing a Transaction

Benefits and * Instant access to the agency invoice and individual statement
advantages * Ability to match, dispute and transfer a transaction online

* Accurate records of sales drafts

* Easy cost allocation online
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Viewing Transaction Details
on Your Agency’s Invoice

Description The A/OPC may access the agency invoice in order to view transaction
information. You may view central account activity or account holder
activity on the agency invoice.

What you will * Account number

need before or

you begin * Hierarchy level number within your span of control

In this lesson * How to view account information from your Agency Invoice or Central
you will learn Account at the transaction detail level, including:

+ Verify transactions
+« Identify merchant activity
+« Review account holder activity

Situations where » Review transaction details to verify account holder activity
you may use and merchant level data.

this function

The screens » Agency Invoice Search
you will use in * View Current Transactions or Agency Invoice
this lesson * Current Transaction Details or Agency Invoice Transaction Details

* Current Transaction or Agency Invoice
*» Agency Invoice Account Holder Activity

Available « Central Account Activity
hyperlinks * Account Holder Activity

{@} What You Need to Know:

* You may view statements for the previous 13 months.

» The A/OPC has unrestricted access to all contents of the Agency Invoice
within his/her span of control.
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Key Terms

Agency Invoice

Central Account

Current Invoice

A list of all transactions that have posted to all the accounts
within an Agency.

The parent account for an agency. This account serves only to provide
an umbrella for all charges to the individual accounts below it. The
central account receives no transactions, but all IBAs below it receive
their credit lines from it.

Includes all transactions posted on the most recent invoice.

Current Transactions Includes all transactions that have posted since the last billing cycle.
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Follow these steps to view Transaction Details
on your Agency’s Invoice:

Step 1

ACTION

Click on Transaction Data from the EAGLS
Main Menu.

ek ot Amarica

RESULT

Vo 73
-]

The available options within Transaction
Data display.

Step 2

ACTION Agency Invelce
Search
Click on Agency Invoice. n —
RESULT s e
The Agency Invoice Search screen displays. s:h:"“""** —

Tovnl | Temaher Troeeripsian Tamn

uL1 SOSYOL TITATTMTHT OF TTTE TR
] [ CUVILE OF SULLAGE MIHING
LSl T INRRAN S 0, MG RLIGHE T
HLA AT THTT ASET SNE Y TR T 2 T
i A G | WL G ALBLEERHL FECURRHT LXC

Step 3 T

ACTlON Search For
& Crrent Transactions
: . € Current Tnwedins
Click on a Search For option: N

* Current Transactions — displays all transactions
posted to the account since the last
billing cycle.

* Current Invoice — displays all transactions posted
on the most recent invoice.

* Invoice — can select from the previous 13 months
by typing in the date in MM/YYY'Y format.

RESULT

The selected Search For option is activated.
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Follow these steps to view Transaction Details

on your Agency’s Invoice:

Step 4
ACTION

Click on a Search By option.
* Account Number
* Hierarchy Depth

RESULT
The selected Search By criteria displays.
Note: When using the Hierarchy Depth

Search By option, multiple results may display.
Click on the account you want to access.

Step 5
ACTION

Click .

RESULT

If you selected Current Invoice or Invoice,
the Agency Invoice screen displays.

If you selected Current Transactions, the
View Current Transactions screen displays.

Note: To view Account Holder Activity,
go to Step 9 for instructions.

Saarch By
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Follow these steps to view Transaction Details

on your Agency’s Invoice:

Step 6
ACTION

Click on the Central Account
Activity hyperlink.

RESULT
The Current Transactions or Agency Invoice

Transactions screen displays.

Note: If transactions do not exist for the billing
period, you will receive the following message:
"No results found for this query."”

Step 7
ACTION

Click on the individual transaction amount
you want to view.

RESULT

The Current Transaction Details or Agency
Invoice Transaction Details screen displays.

Agency Invoice
Transactlons
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Follow these steps to view Transaction Details
on your Agency’s Invoice:

Step 8

ACTION Agency Involce
Transactions
Click|Cancel to return to Current Transactions
or Agency Invoice Transactions screen. L N
DA R Wedel L, SO,
RESULT [T I:‘:\’u:il i‘z\.‘lulx;; ”:B,:::;,‘r;‘fze::\:‘:'Tr-;mu n FMRATARA RN [RTFL
The Agency Invoice Transaction or Current m——— e e -
Transactions screen displays. s g, o gmemer o R —
DTN UATYRANY B e o Cesnd Lﬁ!ﬂl‘:\:l:?\'ﬂ“" M1 AU ALY
[ELRT TR L VTR TRV P O Camind TIRFRAYRMIENT n ARATANIETIRINNN S|
Fuanh l Tikmi I
CopAghsh 1Y Bk e, A S A i rnd
Step 9
ACTION Ageney Ihvaice
Account Holder Activity
Click on the Account Holder i——
T LIS TEST RIBIUN TGN fuw 1m0 S R RIFE
hmranimnc Bhis SO e (i, SN adal 5
RESULT -
SEETIONICT TEST ACCOOH TR 3000 nIELE I AIMG
The Agency Invoice Account Holder Activity Fremesn R s EE e
screen displays. R il Sigms. ftelt M. gl Y
AEETIOMET TEST ACCOONTUD 3000 T 000 B
Note: If there are multiple pages of transactions, the sisiediiess i el v i
Jollowing options may e Gy Gk e Sl
appear at the bottom of the screen: o wowadRN | ba | Wwe W e
° Next im0 et e §11 okl S 5

* Revise Search
* Previous
* Cancel
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Viewing Transaction Details
on Individual Statements

Description The A/OPC or account holder may access the individual statement in
order to view transaction information. Within the individual statement
you may review individually billed and centrally billed charges at the
transaction level, statement totals and statement messages.

What you will « Account number

need before or

you begin * Hierarchy level number within your span of control

In this lesson * How to review and verify transactions on individual statements

for both individually billed accounts (IBA's) and centrally billed

you will learn
accounts (CBA's)

Situations where - Initiate a dispute (account holder)
you may use » Certify a transaction
this function * Order a sales draft

* Research a discrepancy

The screens * Individual Statement Search
you will use in * Current Transactions
this lesson * Individual Statement

* Individual Statement Transactions

* Current Transaction Details

* Individual Statement Transaction Details
Available * View Statement Transactions
hyperlinks * Statement Inserts (currently not available)

* Request Sales Draft

* Transfer Transaction (agency dependant)
» Match Transaction

* Dispute Transaction (account holder)
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’f@} What You Need to Know:

» Within the Individual Statement screen, you can access and review individually
billed and centrally billed charges at the transaction level, statement totals, and
statement messages.

* You can view and print statements for the previous 13 months.

* The A/OPC and the account holder have access to all contents of the Individual
Statement within their span of control.

Key Terms
Not applicable
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Follow these steps to view Transaction Details
on Individual Statements:

Step 1

ACTION
Click on Transaction Data from the
EAGLS Main Menu.
RESULT
The available options within Transaction
Data display.
Step 2
ACTION Individual Statement
Search
Click on Individual Statement. : ——
RESULT s ——
The Individual Statement Search el
screen displays. G
Ste p 3 lr':: FI0RRE 1 CIEE (E AUBALRPSRE, 1RO UL B
ACTION Search Far
& Current Tranzacfions
Click on a Search For option. SRR
. . 7 Statrment I LT YT T
° Current Transa"Ctlons (defaUIF Optlo.ll)' St Tranzartions Ty I | rensarhon Fost | late 'I
allows you to view all transaction activity T
since the last statement. s
* Current Statement will display
all transactions posted on the most

recent statement.

* Statement allows you to select a statement
from the previous 13 months by typing
in the date in the MM/YYY'Y format.

Note: The Sort Transaction By function allows you to
sort transactions by:

* Transaction Post Date
e Transaction Amount
 Transaction Status

e Merchant Name

RESULT

The selected Search For option is activated.
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Follow these steps to view Transaction Details

on Individual Statements:

Step 4
ACTION

Click on a Search By option and enter the data:
* Account Number
* Hierarchy Depth

Note: The account holder role will not have

a Search By option to select.

RESULT

The selected Search By criteria displays.
Step 5
Click Submit |

Note: When using the Hierarchy Depth
Search By option, multiple results may display.
Click on the account you want to access.

RESULT

If you selected Current Statement or
Statement, the Individual Statement
screen displays.

ACTION

Note: The following hyperlinks are available
only from the Individual Statement screen:

* View Statement Transactions

* Statement Inserts

(currently not available)

If you selected Current Transactions,
the Current Transactions screen displays.
Go to Step 7.
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Follow these steps to view Transaction Details

on Individual Statements:

Step 6
ACTION

Click on the View Statement Transactions
hyperlink from the Individual Statement
screen.

RESULT

The Individual Statement Transactions
screen displays.

Note: If multiple pages of transactions
exist, the following options may display:
* Search
* Submit
* Next

Step 7
ACTION

Click on the transaction dollar amount to
view transaction details.

RESULT

The Current Transaction Details or
Individual Statement Transaction Details
screen displays.

Note: The following hyperlinks may
be available:

* Request Sales Draft

* Transfer Transaction
(Agency Dependent)

* Dispute Transaction (account holder
function only)

* Match Transaction (4 merchant
credit must be posted to the account
for this hyperlink to display on the
credit transaction.)

Individual Statement
Transactions

Vs Methrann &
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Indlvidual Statement
Transactlon Detalls
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Allocating Centrally Billed
Transactions

Description

The A/OPC or account holder may allocate centrally billed transactions to
another accounting code other than the default code assigned at the time
of the transaction. The available allocation methods allow you to allocate
a transaction or transactions to one or more accounting codes.

What you will
need before
you begin

» Account number
or
* Hierarchy level number within your span of control

In this lesson
you will learn

How to:
* Allocate centrally billed transactions to a specific cost center
or accounting code using three different methods:
¢ Quick Allocation - Allocates the entire transaction to another
accounting code
« Detail Allocation - Allows a single transaction to be distributed
across more than one accounting code
« Group Allocation - Allows the allocation of a group of transactions
to either a single accounting code (many to one) or to several
accounting codes (many to many)
* Construct an Accounting Code
* Add or modify Segment Values of an Accounting Code using Browse
* Add to the Favorites List

Situations where
you may use
this function

* When a transaction needs to be allocated to another accounting code
* When codes other than the default code are prompted at the
transaction initiation

The screens
you will use in
this lesson

* Cost Allocation Search

* Cost Allocation Multiple Account Summary
* Cost Allocation Search Results

* Favorites List

* Cost Allocation

* Cost Allocation Verification

* Cost Allocation Confirmation

Available
hyperlinks

Not applicable
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ZL@}What You Need to Know:

* When a transaction enters EAGLS, an accounting code is automatically assigned
by the system based on the individual account default, the central account default,
or the default based on the Merchant Category Code of the transaction. However,
the accounting code may be changed through the Cost Allocation function that allows
a transaction to be allocated across one or more accounting codes.

* Cost Allocation applies only to centrally billed transactions. When you select the cost
allocation function, only centrally billed transactions display on the screen.

* Searches by first name and zip/postal code are optional with the Last Name Search.

* [f invalid codes are detected, the summary screen is refreshed with an additional line
beneath the accounting code, displaying the code with the incorrect segment bolded.

* An A/OPC can perform cost allocations on transactions for individual accounts within
his/her hierarchy.

* A Designated Billing Officer (DBO) can perform cost allocations on transactions for
central accounts within his/her hierarchy.

* An individual account holder can only perform cost allocation for CBA transactions
on his/her own account.

The following rules apply to Favorites Lists:

*» The Favorites List is associated with a User ID. A user can access only his/her
Favorites List.

» While the Favorites List names do not have to be unique, the accounting code
associated with a Favorite name must be unique within its accounting center.

* If an account holder has more than one role, he/she must change to the role associated
with an accounting code in order to modify or add a favorite code.

* You will be able to create and maintain a list of up to 50 frequently used
accounting codes.

* If an account holder has more than one account, he/she must change accounts in the
User Options function in order to modify or add a favorite code for a particular account.

There are three allocation methods available to you:

1) Quick Allocation: You can perform a "quick allocation" by entering an accounting code
from your Favorites List on the Cost Allocation Search Results screen. This method
allocates the entire transaction amount to a single accounting code.

2) Detailed Allocation: You can perform a "detailed allocation" on the Cost Allocation
screen, which allows you to distribute a transaction across more than one accounting code.
Using the detailed allocation method allows you to add comments and use the Percentage
feature. The Percentage feature allows you to cost allocate using percents instead of
dollar amounts.
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ZL@}What You Need to Know:

3) Group Allocation: You can perform a "group allocation" on the Cost Allocation screen ,
which allows you to distribute a group of transactions to one or many accounting codes.
Only the Percentage feature is available through this function.

Your Agency may choose between Free Form Comments
or Segmented Comments.

* Free Form Comments are associated with a specific allocation and are a maximum of
100 characters.

» Segmented Comments may be associated with each of the defined accounting code
segments. Agencies can choose to change from Free Form Comments to Segmented
Comments and vice versa.

* Segmented Comments must be predefined at Accounting Center set-up.

Cost Allocation cannot be performed on the following transactions:
* Payments made to Bank of America
* Transactions in dispute status
* Transactions that have been transferred
* Transactions that have posted after the agency defined allocation time

The following rules apply to Detailed Allocations:
* Debit and credit allocations are allowed within detailed allocations if allowed by the
accounting center.
* If provided by the merchant, the passenger name will display in the Airline Transaction
Information section of the Cost Allocation screen.

The following rules apply to Group Allocations:
* Allows allocation only by percentages
* Half percentages are not allowed
» Up to 20 transactions may be selected per search results screen. For more allocations,
you must complete the first 20 before proceeding to the next search screen.
* Debit and credit amounts must be allocated separately.

Key Terms

Accounting Code A 64-digit code within EAGLS that is associated to a transaction
through the agency’s accounting center.

Cost Allocation Accounting tool within EAGLS that allows a user to spread the cost of

an individual transaction or a group of transactions across several cost
centers or general ledgers.
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Follow these steps to allocate a Centrally Billed Transaction:

Cost Allocation Search:

Step 1
ACTION

Click on Cost Allocation from the
Transaction Data Main Menu.

RESULT

The Cost Allocation Search screen displays.

Step 2
ACTION

Click on the desired Search For options:
* Not Allocated (default option)
* Not Certified (default option)
* Allocated
* Certified
« All

RESULT

The selected Search For criteria displays.
Note: A Sort By option is available but
not required.
Sort By

* Transaction Date

* Merchant Name

* Dollar Amount

* Ascending or descending order

for all sort types

Step 3
ACTION

Click on the Search By options desired and type
in the criteria:

* Transaction Date

» Account Number

* Last and First Name

* Zip/Postal Code

* Business Phone

* Social Security Number

* Hierarchy Depth

[ Browse Hierarchy|

RESULT
The desired Search By criteria displays.
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Follow these steps to allocate a Centrally Billed Transaction

Cost Allocation Search:

Step 4
ACTION

Click .

RESULT

Cost Allocation Search Results screen displays.

Note: The Cost Allocation Multiple Account
Summary screen displays when the search returns
multiple results, click on an account number to
hyperlink to the Cost Allocation Search

Results screen.

Cost Allocation
Multiple Account Summary

Search Criteria
Transaction Trate 0440 L2000 to 4/ L3/2000
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Follow these steps to allocate a Centrally Billed Transaction:

Performing a Quick Allocation

Step 1
ACTION
Click on the drop down box [¥] from the
Cost Allocation Search Results summary
screen, which contains your favorites list.

RESULT

A list of available favorites displays.

Note: An accounting code may be manually
entered in the code field.

Step 2
ACTION

Click on an accounting code name.

RESULT

The accounting code name is highlighted.

Step 3
ACTION

Click[Submit].
RESULT

The Cost Allocation Search Results summary
screen is refreshed with new accounting codes.

Note: The screen is refreshed with new codes
and the Transaction Information status code
displays "A" for allocated.

If invalid codes are detected, the Cost Allocation
Invalid Accounting Code screen appears. Click
to return to the search results screen and

type over highlighted and italicized incorrect code
with correct accounting code.
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Follow these steps to allocate a Centrally Billed Transactions:
Performing a Detailed Allocation

Step 1

ACTION

Click on the dollar amount hyperlink of the
transaction to be allocated from the Cost
Allocation Search Results screen.

RESULT
The Cost Allocation screen displays.

Note: The default number of distribution lines is
five. If more than five distribution lines are
needed, type the number in the Number of
Accounting Code Distributions box and click
[Create|. The number displays in the box and the

Cost
Allecation
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screen is refreshed with the new number of S ]
distributions. A maximum of 20 distribution lines
can be created.
Step 2
ACTION Cost
Allecation

Select an accounting code and a description in
the Accounting Code and Description field,
using one of the following methods:

* Manual entry
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*[Browse] o, e
vl el & li‘m’;'(] h.....-m | et |
RESULT i M'_L 4”7#;
Manual Entry - accounting code and its ! :._m]'L o]
description display in the Accounting Code field. |*! fﬂ”@

Go to Step 5 to continue.

the Construct Accounting Code

pop-up screen displays.

Note: Go to the Construct Accounting Code
procedures in this section.

the Favorites List screen
displays. Go to Step 3.
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Follow these steps to allocate a Centrally Billed Transactions:
Performing a Detailed Allocation

Step 3

ACTION Favorites List
Click on a favorite code from the Favorites e
List screen.
RESULT
The favorite code is highlighted and the Lot | |
accounting code and its description display. prmelmeriai s
EUUUATSEWUHALIM AICREAFSRET I
Accounting Code Deseriptiog
llNAII IS T 10 R A0 SIS |13 11D
Step 4
ACTION Cost

Allocsatlon

Click [Select]. e

Dafamir Aprnimrng Cnda

RESU LT :132m5ﬁm

Humdees ol Aviamaiting Clnle Thads i Lhy:l:-l

The Cost Allocation screen displays with T

the accounting code and description updated. (S v ] [
LMEEAITES5E] Dl | [Pt | [odsinr |
Y Y T e e

Debit! Percrat  Dallar st
Fodd

Bt | | Foniles) | | taanmenil |
il Amuese Alluewed | [
Remalsing Amnme | [

Step 5 ==
ACTION Cost
Allocation
Type the percentage in the Percent field or == -
the dollar amount in the Dollar Amount field e
to allocate the transaction. ' —a—
RESULT Rl ey o BT
The Percent or the Dollar Amount o nmlr_ﬁw—nl
entered displays. The system will ey s ) il
automatically populate the other field B el —
not completed by the user. i M’@ ]
N ;w_!i_'Mml
Tard Arsoant e [ | [-17.mm
PO, = —

S| R
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Follow these steps to allocate a Centrally Billed Transactions:

Performing a Detailed Allocation

Step 6
ACTION

Click :

RESULT

Depending on the option selected during
Accounting Center Setup, a pop-up window
will display one of the following:
* Free Form Comments - Go to Step 7.
* Segmented Comments - Go to Step 9.

Step 7
ACTION

Click in the Comments box and type the
comment to associate with the allocation to
enter Free Form Comments.

RESULT

The comment entered displays in the
Comments box.

Step 8
ACTION
Click [Submit|.
RESULT

The pop-up window closes, and the comment
is saved with the allocation. The Cost Allocation
screen displays. Go to Step 11 to continue.

3 iree | orm Comments - Microsolt Intermet Lxplorer provided by IBMK U1 AMLITCA

Coraments

(Tl

Submit Clear I Concel

i ree | orm Comments - Microsoft Infernet Lqlorer provided by BANK O AMUIUCA
Comments
THIS I3 1 TEIT FREE-FOPN COMNENT |
|
Subirnil I Luer Lram|
=
Cost
Allocation
Tarep T Tezimorrien hidnomon
Torfanlt Acenmsieg Codr
LI 23R4AITTEETTES
¥
Humbar o Sreruting Cwle Distrbutios | Sieaw I
Dedilf Tevet Dl At
Tevte
(L F m |Htaut
Foiwn | [ Pt | [ |
B o | [
Srovac | | Fargees || Gawmore |
L
fimnin | [P | o |
af L | [
Trmes | Tunips || fhmant I
s | [
Bume | Frwies || Gmined |
Tl Amvunt allveaned [ione [3-19.00
Hewmiviz Amusi [ [fe.oe
e R
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Follow these steps to allocate a Centrally Billed Transactions:

Performing a Detailed Allocation

Step 9
ACTION

Click in the Comments field and type a
comment for each of the segments listed to
enter Segmented Comments.

RESULT

The Segmented Comments display for
each segment name listed.

Step 10
ACTION

Click [Submit],

RESULT

The pop-up window closes, and the comments
are saved with the allocation. The
Cost Allocation screen displays.

Step 11
ACTION

Follow Steps 2-6 above to continue to allocate
each distribution, then click [Submit|.

RESULT

The Cost Allocation Verification screen
displays when all codes are valid.

Note: If invalid codes are detected,

the summary screen is refreshed with

an additional line beneath the accounting
code, displaying the code with the incorrect
segment bolded, and italicized. Type over
ncorrect segment to correct.

|E Segment Nume T.ength Comments

1 Treak Melissa |10 fenis 35 & |

2 Cooky Chris |10 [test onily

s Mighty Mike (10 |5 remr]

Z Super Sleve 10 |

5 Looney Tiana |12 Ii
6 Silly Steph 12 |

ot |

Clmar ]

Cancel !

Cost
Allocation

Torfanlt Acenmsieg Codr

Tarep T Tosimserien By

1 12I3RAATEETTES

¥

Bumbor ol frerating Code Uistrbutivn |

¥ Arcrmtvg Cndeok e

1 Py ouua s

FERMSERAIETIN]

& [Frmemema

vl vl &

Bl |

|

)

DiLf Frvenl Dl Assus
et

LI o i ey

Frivven | Foniln E?--m»u|
b | [

Srovac | | Fargees || Gawmore |
A e |
LI
Frmen | Facnins Eiirmmfl
padl S I
Brunims, Faruilas Ciningd I

Toiad femount allecawed [ione (321700
Hremiiey Amueed Ir . [ie50

i hiet )
Cost Allecatlon
Verificatlon
The follewing cost o i o has b
Diefantt Accmsting Cade
22335 ERTTRR
¥
(Aecunmting ishe 5 Dnsrrigilien Dbt Ursalit Hrrrmml Dl Amimsd
T TR S 1
poel Tiual 2 " »
e il s 70
Asrumting sk 8 |JNK|-'"|I'-I| Dbt Crsalit Hrrromml Dullbur Smmsd.
1A PSS L
poel Tl 2
FT—) ] (it £7450
Lot Asount K100

Gerral Transacton informatien
Asyunt ul

il F1nno Halling Typn
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Follow these steps to allocate a Centrally Billed Transactions:
Performing a Detailed Allocation

Step 12
ACTION Cost Allocation
Search Results

Click |OK]. -

RESULT fm——
The Cost Allocation Search Results k= 2 oo
screen displays. {n e o e e

(=l

Note: If errors are noted, click|Revise S e—— Lo
to correct. e e
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Follow these steps to allocate a Centrally Billed Transaction:
Performing a Group Allocation:

Step 1

ACTION Cost Allocation
Search Results
Click on the checkbox next to the transactions =
to be group allocated from the Cost e
Allocations Search screen. :«miﬁw:m:__ e
RESULT e — T
Checkmarks display next to selected transactions. PP Mwm mL T usmabssem 5o e
Note: ——
* A group of transactions can be allocated to a L B i L
single accounting code or to several
accounting codes. e e
* Up to 20 allocations are allowed per search —
results screen. For more allocations, you must R
complete the first 20 before proceeding to the next
search results screen.
* Debit and credit amounts must be allocated
separately.
Step 2
ACTION Group
Allecatlon

Click [Group Alloc|for group allocation.

Tiember of Accomting Code l}im:'hm‘ Lot

RESULT S, —
The Group Allocation screen displays. o T I —
EM! Fanrilue Conment
3] —
Note: System will verify that the transactions 3l A A —
selected are attached to the same Accounting : %!LLI
Center ID. If not, this error message will ' | s | G|
display: "The selected transactions must reside e B ::

in the same Account Center before Group |
Allocation can be performed.”

Ty Ton Top I Pzn
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Follow these steps to allocate a Centrally Billed Transaction:
Performing a Group Allocation:

Step 3

ACTION Group
Allocation
Select an accounting code and description in —
the Accounting Code and Description ficld, Wi o v, e Dt [ R
using one of the following methods: | ) )
* Manual entry A —
{Bronse] e —
o Favorites| % e e
% Cavodiee | Goranert |
RESULT Unscgment Anscg : i Loz | | oo | | Emmmen:
. . Total Perventage Allocared [
Manual Entry - accounting code and its ek ]
description display in the Accounting Code I
field. Go to Step 6 to continue. T e imerre
—the Construct Accounting Code = T
pop-up screen displays.
Note: Go to the Construct Accounting Code
procedures in this section.
[Favorites]-the Favorites List screen displays.
Go to Step 4.
Step 4
ACTION Favories List
Click on a favorite code from the Favorites LE5T
List screen.
RESULT
The favorite code is highlighted and the e C s
accounting code and its description display. et ot G o
oL 0 DE AT CEAFEE IR
Accoumting Cade Descriptiv
l’NAII ]| TR IR 1A TN
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Follow these steps to allocate a Centrally Billed Transaction:
Performing a Group Allocation:

Step 5

ACTION Group
Allocation
Click|Select)|. —
Fumher of Accomsting Code Disuibutions [ | Gieste |
RESULT = -
1 iz, R S #119111119
SU Hull Formnilecs Cumimnl
# [riiaaaaa
The Group Allocation screen displays with R S %Mﬁ_!
the accounting code and description updated. g Vg e et | e e

4 [ 1733533303300 | -
Sopeent Asegment Wieprent 4tscgmen Gilsepent Prwer | Lt | Gameem I

b e e [
Lrawso I amnes Lamart I

Tetal Tercentage Allocared [

Humsisineg Vrresstue |

Luht ! Caredl i

oz T Jow U aas.

Ste p 6 Coppvighi A 1 Rawk il Aswrrica, T4 (1161 AT righi: smcrmel.

ACTION Group
Allocation
Type the percent to be allocated. =
Nl o A st (e Dintrntimees [ | il |
RESULT S
P
The typed percent displays. e —
% izarics | | Eommen |

Note:
* Only percentages are allowed on group

SR A LT L tirmwac | vavantes | | Gomment |
i F

EEEEEEEREE R EEEr

apment 1sepment Liitgment dikegroent Sstament i Urwse | Uartes | Gomment
n Fr

. 5 a
allocations, not dollar amounts. P —— | | ]
Total Percentage flscarcd  [imn |
* Half percents are not allowed. s ]

Sibmit | | Cenis) I

Juep Tu. Tow O Pt
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Follow these steps to allocate a Centrally Billed Transaction:
Performing a Group Allocation:

Step 7

ACTI o N A Hee borm Comments - Microsoft intermet Explorer provided by BANK UF AMERICA
Click|Comment|. rr—— =
| -
RES U LT Sadoimit I Claar Cancsl I

A pop-up window displays one of the
following (depending on the option selected
during Accounting Center Set-up):

* Free Form Comments - Go to Step 8

* Segmented Comments - Go to Step 10

Step 8

ACT| o N 23 Fice Form Comments - Mict ool Inter et Explores provided by BANK OF AMERICA
. . Comments
Click in the Comments box and type the e 15 £ qzer FEztrom cammm, E]
. . . - |
comment to associate with the allocation to
enter Free Form Comments. | N S
RESULT
The comment entered displays in the
Comments box. o
=
Step 9
ACTION Group
Allocatlon
Click|Submit|.
Pismbirs oiF A ot Gl Bt dliiinns || n...m
RESULT | peE ==
[FTrriiii ez 22222/ 3333353033 (A0 IAAA00T. 0
. Hum«nl Farmnd st | Limirien)
The pop-up window closes and the comment o [ E ]
is saved with the allocation. The Group - e —
Allocation screen displays. Go to Step 12 e e e
to Continue. . ::J‘u::nl|my|m|l.¥ﬁngnml&'ﬁnjmmlmulmnlﬁ H'U—g]mlm
Juirpbatiea Fapiren| BFugrren Ragman gl f """‘"“1 G | Elmima
Toasl Fureuntugn Al Jio0
Temaising Trrremtaze 0
.mvmll Lancel
Juoy Tu. oy OfPugs
R A e T Sy—"
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Follow these steps to allocate a Centrally Billed Transaction:

Performing a Group Allocation:

Step 10

ACTION

Click in the Comments field and type a
comment for each of the segments listed to
enter Segmented Comments.

RESULT

The Segmented Comments display for
each segment name listed.

Step 11
ACTION

Click [Submit|.
RESULT
The pop-up window closes and the comments

are saved with the allocation. The Group
Allocation screen displays.

Step 12
ACTION

Follow Steps 2 - 7 above to continue to

group allocate, then click.

RESULT

The Group Allocation Verification
screen displays when all codes are valid.

Note: If invalid codes are detected,

the summary screen is refreshed with

an additional line beneath the accounting
code, displaying the code with the incorrect
segment bolded and italicized. Type over
incorrect segment to correct.

# Semment. Name T.ength Comments

[[reak Melissa |10 ftuis is =

Cooky Chris |10 ftest only

Mighty Mike (10 [z c==z]

Super Steve |10 |

A | ea R e |

Looney Liana |12 |

Silly Steph |12 |

Subrrit I Chea I Curicel |

Group
Allocation

Namlnr uF A rosmssiiong sk Thintrilnizamce | Crasin

Fervend
B
Anvoun | | P || Siminmrd
E

gmen Grksepment tirawao | | faites | | Comment
U

Fagmeeil irplsemliSujinent 415 ugmen) Sagmeri f B || Pt || Gomimis |
4 [l 2z LI 1173333533533 L1001 Ex

Hm

Sogment |.fegment Wegment A*3canerd SStamom tbawae | _Vonorioe || Gommsrt |
n

=

o
e, Rrnn || Fririvns | | Simimid

Tintal Brrrwstsggm Allurntsed  [100

Hemnining Pursstzes 2

i ! Eanrs]

g Tl U Paga

Group Allocation
Verification

shecoumting Cede & Dhescription

LLLI LU 22 22222 22203 33333 3533 MISS5 35 35533 SN EEEEEEEEEEEE

W s

Mrimimting Cemln & Dimeripline
1111111

Cwmmest

pimnanl 1 phanuSupma 3 ngmal Miaauant &

dvccousting Cede & Drescoription

VT | Ry e oo A PP PU 5311 53111 5 WAREASRALEaHR
Sagment |inrplamecngrart Afament Siaaniett &

W s

[Acrminding Cemln & Do criptine
1111111113211

Conment

paqucnt LSt 33 odmen Aagunt Noquml &

e cousting Cede & Description
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Follow these steps to allocate a Centrally Billed Transaction:
Performing a Group Allocation:

Step 13

ACTION Cost Allocation
Search Results
Click jOK]. |
RESULT coaunt IINTN]]]:HIII‘II = ’ et
. R e Tr At ST Mok e e
The Cost Allocation Search Results s T
SCI‘eeIl displayS. |”I lp rwmf‘mm RN O TERTAAIERTRATT H COMPANRT |
Note: If errors are noted, click on|Revise o T
to correct.
1 [T ITLTR RTN T M LRSI K AL ALY H CU0ALANT 1
| ECTIC— |
4 KL i O IET MBS FEE LEETL H CURMPANT 1
[ w35 O TEST ¥ATITE ATIN-DRRIT CAE:
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Follow these steps to allocate a Centrally Billed Transaction:

Construct an Accounting Code using Browse:

Step 1
ACTION

Click on the drop down box[¥] and select
a segment from the Segment text box to
construct an accounting code online, from
the Construct Accounting Code screen.

RESULT
The selected Segment displays
are highlighted.
Step 2

ACTION

Click[Browse Segment].

RESULT

A list of Valid Segment Values displays.

Step 3
ACTION

Click on the appropriate Valid
Segment Value.

RESULT
The Segment Value is highlighted.

Aremmting Cndn

Construct Accounting Code

Y

and Descriptinn
Segment [PEE]
Lirewse Uriteria |
Add Segment Vaheo I
Addto Faotips | | Twishiod | | AddSooraons | | Chgwoe Segment | [ Cancel
Construct Accounting Code
Arcammting (ada
and ipsi
Sepment T |
Brwwse Criteria |
Al Susmest Vidue
At bawales | Faished | | A Sagmel | | B tugnent | | Caensd
Salact A Valid Sagmant Valus
|
Galect
Construct Accounting Code
Arcammting (ada
and ipsi
Sewsnent RPEED] -
Brwwse Criteria |
Al Susmest Vidue
At bawales | Faished | | A Sagmel | | B tugnent | | Caensd
Salact A Valid Sagmant Valus
|
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Follow these steps to allocate a Centrally Billed Transaction:
Construct an Accounting Code using Browse:

Step 4
ACTION
Click[Select].

RESULT
The selected Segment Value displays in

the Accounting Code and Description field.

Step 5
ACTION

Repeat Steps 1-4 as needed to continue
constructing the accounting .

RESULT

Each selected Segment Value displays in the
Accounting Code and Description field.

Step 6
ACTION
Click[Finished].
RESULT

The Cost Allocation screen displays with the
accounting code and description.

Gonstruct Accounting Code

Acramating ads TISATRAE S

amd Dissesiptinn —

Sepment 1) 52N ¥

Bl Cicas I

Add Beemed Value

Adatniaantes | [irisha i | [ AddSagmant | | fmwes tagvere | [Ganei

Construct Accounting Code

Arcemating C'nde 1IRSETRATESIAN

s Daseriptinn e

Sngeent mEn

Bruwse Crileria I
Add aguent Valne
Add b Bl Fawsted A ey B Swgrret Garsl
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Follow these steps to add or modify Segment Values of an

Accounting Code using Browse:

Step 1
ACTION

Click on the dropdown box [v]and select
a Segment from the Segment box

RESULT
The selected segment displays are highlighted.

Note: Only the selected Segment displays, the
unselected segment displays character fillers

Step 2
ACTION

Click in the Add Segment Value text box.
RESULT

The cursor displays in the Add Segment
Value text box.

Step 3
ACTION

Type data to be changed or modified.

RESULT

The data typed displays in the Add Segment
Value text box.

Note: This procedure provides a quick way
to add or change an existing accounting code
without the need to create a new code.

Construct Accounting Code
JUULAEIIN DAL AN BUAL AT IR
MRATL BINT FREZ
UL AN TRATLON

Segment [3) ACCOLUNT CDE &

Construct Accounting Code
AT THRATAICIRA AT TR

_-\({ﬂ'-ﬁl“: Code TR TR

Ao Uit TR AT TR ATION!
Segment [T ConE
lrowse Criteria [

Add Segnsent Value

—
addmi punmar | ||mnm|| At agnen || liowea tipgmeand | | anrel

Conatruct Accounting Code

Accounling Cade
s Thaersplime

Sezmel [ ACToaHT CooE B
Livowse Criteria [
Add Segarnd Valur e
Al mnates | [inebed | [Aofsegmen | | iemwsctegment | | Ganerd
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Follow these steps to add or modify Segment Values of an

Accounting Code using Browse:

Step 4
ACTION

Click |Add Segment|.
RESULT

A Segment Value Verification message displays
at the bottom half of the screen.

Step 5
ACTION

Click[OK]to verify.
RESULT

The screen refreshes to display the new
code in the Accounting Code and
Description field.

Construct Accounting C
.......... 2000431 DEADM-AICHACATIIR.
Arcumnting Ced
amd Description COTNC AT TR ATION!

Hmg AT INT CrOF B

Tirewes Criteria [
Add Segemeni Valie MMM ACTRART

it mnctna, | [ Vimwart | | i tingmant | | Wimweatingran | [t |

Segment Value Verificatian

Upsdule Muston Accouniting Sudes with
wenment 3 (ACCOUNT CODE| DEADM-AICDOSAFST

e TN |

Construct Accounting Code

:’:‘J;'::;::L JI:V‘;"']I;‘:UHHII'IEIX L
P— e B
Urowse Uriteria [
Add Sagment Vahie
AddwFmanites | | Finished | | AddSegment | | Avwscfiogmen | f‘.'mrnll

EAGLS User’s Guide 01/08/01 — Page 271




Transaction Data: Working with Transactions — Chapter 7

Follow these steps to allocate a Centrally Billed Transaction:
Adding Accounting Codes to the Favorites List:

Step 1

ACTION

Click |Add To Favorites| from the Construct
Accounting Code screen after construction
of an accounting code.

RESULT

The Add To Favorites List screen displays
with the accounting code and its description.

Step 2
ACTION

Click in the Favorites List Label field and
type a descriptive title for the accounting code.

RESULT

The description displays in the Favorites
List Label field.

Step 3
ACTION
Click [Submit].

RESULT

The Construct Accounting Code
screen displays.

Note: If the descriptive label has been used
previously, an error page displays stating
"invalid name, previously used.” Click[OK]
to return to the Add To Favorites List screen
and continue with Step 2.

Construct Accounting Cods
Arcounling Code

sl Dhmcripline

Seament

Erowse Crilegia
Add Seament Valac

sddmlevanee | [ tnened | | Acdscamenm |
crosal i

widdod by SAKE OF AMERICA

Add To Favorltes List

AT LD ALTM-A1C0AFECT TR
Accomdng Chde

and Descrption MTATL IILST PEES
0N CIADBUMLETHALTOMS

Thease emter a desonpave label.
which will appwar an U Grvarides Gl For this accoamling ca.

Bavorites Dt Lald [
Sul.lllil Cunuel I

Add To Favorites List

20N E2NOEADN - ATCOSATS2 ] B
Accnuniing Code
and Description JIATL TOST PRES

LA R NS TR A IS

TMoasa enter 3 dexcriptive lahal,
which will appear on the f: ites kst for thiz ting code.

FVavorites List Label  |COITICC SUFFLICS

corce

Capyright & 1909 Rank-of Ameriea, WA (TTRAL ATl rights menmrd.

Construct Accounting Code

" MR MLTHEATIM ATCTRAFS2NIR
Accommtng Cada il

COUNCALMENT IRATION

Hazmant 1 Hen Rarniye 8]

amd Descriptian

EBrawse Crite [

Al Segmend Value
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Transferring Transactions
Between Accounts

Description

An A/OPC or account holder may transfer a transaction to another account
through the transfer transaction function. This allows you to re-assign a
transaction charged to an individually billed account that should have
been charged to a centrally billed account and vice-versa.

What you will
need before
you begin

* A transaction that was charged to one account that should be charged to
another account

In this lesson
you will learn

* How to transfer transactions between accounts

Situations where
you may use
this function

* An account holder uses their IBA to pay for an expense that would
normally be allocated to a centrally billed account.

* A DBO or A/OPC wants to reassign incorrectly posted CBA transactions
to the appropriate IBA.

The screens
you will use in
this lesson

A/OPC or Account Holder
* Current Transaction Details
or Individual Statement Transaction Details
* Transfer Transaction
* Transfer Transaction Verification
* Transfer Transaction Confirmation
DBO or A/OPC with DBO authorization level only
» Agency Invoice Transactions
* Central Account Activity
* Transaction Details
* Transfer Transaction
* Transfer Transaction Verification
* Transfer Transaction Confirmation

Available
hyperlinks

* View Statement Transactions
* Transfer Transaction
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ZL@}What You Need to Know:

* This functionality is only for the Integrated Card program.

* This process cannot be reversed through EAGLS (there is no undo function) once
the transaction has been queued.

* A transfer cannot occur on payments, fees, (except cash advance fees) or interagency trans
actions. In addition, a transfer cannot occur on a transaction that
is in a dispute status.

* A transfer cannot occur on transactions for accounts that have been closed for the following
reasons: Deceased, Charged Off, Lost/Stolen, or Bankrupt.

* The DBO, A/OPC and account holder can initiate a transfer from an Individually Billed
Account (IBA) to a Centrally Billed diversion account (CBA). Requests made by your
account holders will be queued to the DBO or A/OPC with DBO authority for approval.

* Transfers from Centrally Billed Accounts to Individually Billed Accounts can be initiated
by the account holder, A/OPC or DBO. After the DBO or A/OPC approves a transfer, those
requests are queued for automatic processing.

* A/OPC's and DBO's cannot initiate a transfer on their own IBA unless they change their
role to account holder. Those requests are queued and are worked by another DBO or
A/OPC at their level or above.

* Requests made by the DBO or A/OPC on account other than their personal account, will go
directly into the queue as approved.

* Transfer Transaction is a batch process that is not posted until the nightly
processing occurs.

Key Terms

Transaction Transfer A transaction that should be allocated from an individual
account to its diversion account. This occurs only on Integrated
programs with diversion accounts. A transaction transfer
moves the billing of a transaction from one account to another.
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Follow these steps to transfer a transaction

between accounts:

Step 1
ACTION

Click on Transaction Data from the
EAGLS Main Menu.

RESULT

The available options within Transaction
Data display.

Step 2
ACTION

Click on Individual Statement.
RESULT

The Individual Statement Search
screen displays.

Step 3
ACTION

Select a Search For option.

* Current Transactions - allows you to view
all transaction activity since the last statement

* Current Statement - will display all
transactions posted on the most
recent statement.

* Statement - allows you to select a
statement from the previous 13 months by
typing in the date in the MM/YYYY format.

Note: The Sort Transaction By function allows
you to sort transactions by:
* Transaction Post Date
» Transaction Amount
 Transaction Status
* Merchant Name

RESULT

The selected Search For button is activated.

Maektmacics =
[—
ey
Individual Statement
Search
it | | G |
LULTTEES & 54
T i
| e o e )
Sularnit l Clear
Search For
& Current Transactions
© Current Statement
O Statement I (AT YT
Sort Transactions By ITlansauiDn Fost Dats 'I
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Follow these steps to transfer a transaction

between accounts:

Step 4
ACTION

Select a Search By option and type in the criteria

if necessary.
* Account Number
* Hierarchy Depth
[Browse Hierarchy|

Note: The account holder role will not have
a Search By option to select.

RESULT
The selected Search By criteria displays.

Note: When using the Hierarchy Depth Search

By option, multiple results may display. Click
on the account you want to access.

Step 5

ACTION

Click .
RESULT

If you selected Current Statement or
Statement, the Individual Statement screen
displays.

The following hyperlinks are available
only from the Individual Statement screen:
* View Statement Transactions
* Statement Inserts
(currently not available)

If you selected Current Transactions, the
Current Transactions screen displays. Go
to Step 7.

Search By
M Avceul Munber
[ Fiemsmichy Thepth

CurrertLevel = DOrowse | lierarchy I

Level | Number Description/MN ame

i} 3050001 LIEL'S FIMENT OF THE INTEHIOF.
Iz | 0000001 CFFICE OF SUBFACE MUINING
L3 [ 2106350 ASET SECY POLICY, }GMT BUDET
ATA A I0EATT DEF 455T SECY-BUDCET & [T
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Follow these steps to transfer a transaction

between accounts:

Step 6
ACTION

Click on the View Statement Transactions

hyperlink from the Individual Statement screen.

RESULT

The Individual Statement Transactions
screen displays.

Note: If multiple pages of transactions exist,
the following options may display:

* Search

* Submit

* Next

Step 7
ACTION

Click on the transaction dollar amount to
view transaction details.

RESULT

The Individual Statement Transaction
Details screen or Current Transaction
Details screen displays.

Step 8
ACTION
Click on the Transfer Transaction hyperlink.
RESULT

The Transfer Transaction screen displays.

Note: For account holder-initiated transactions,
the transfer will be queued to the DBO or A/OPC

who has authority over the selected account.
The transfer requests will be available for
review from the Queued Requests function.
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Follow these steps to transfer a transaction

between accounts:

Step 9
ACTION

Tab to the Comments text box and type
the reason for the transfer or any comments
that are to be attached with the transaction

being transferred.
RESULT

The typed comments display.

Step 10
ACTION

Click .
RESULT

The Transfer Transaction Verification

screen displays.

Step 11
ACTION

Verify that all information is correct

and click[OK].
RESULT

The Transfer Transaction Confirmation

screen displays.

Note: For account holder initiated transactions,
the transfer will be queued to the DBO who has
authority over the selected account. The transfer
requests will be available for review from the

Queued Requests function.

Transfer Transaction
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Using the Match Transaction Function
to Offset a Merchant Credit

Description

The Match Transaction function is utilized when a merchant credit is
received. You need to match the credit to the original transaction to
ensure proper offset.

What you will
need before
you begin

» A merchant credit that can be matched to the original transaction

In this lesson
you will learn

* How to offset a credit with an original debit transaction using
the Match Transaction hyperlink

Situations where
you may use
this function

* A merchant has credited your account and you want
to match the credit with the original debit transaction.

* To ensure that the correct transaction amount was credited
to your account.

The screens
you will use in
this lesson

* Current Transaction Detail or Individual Statement Transaction Detail
* Match Transaction hyperlink

* Possible Matching Debit Transactions

» Matched Verification

» Matched Confirmation

Available
hyperlinks

» Match Transaction

{@3‘ What You Need to Know:

» The Match Transaction function is available only if a merchant has issued a credit
transaction. From the credit detail transaction screen, you will be able to access the
Match Transaction hyperlink.

* The Possible Matching Debit Transactions screen will display the possible matches
by dollar amount and merchant name.
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Key Terms

Merchant Credit A credit from a merchant for a particular transaction
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Step 1

ACTION

Click on the Match Transaction hyperlink
from the Current Transaction Detail or
Individual Statement Transaction Detail
screen of a credit transaction.

RESULT

The Possible Matching Debit Transactions
screen displays.

Step 2

ACTION

Click on the radio button that matches the
transaction in the Match section.

RESULT
The Match radio button is activated.

Step 3

ACTION
Click at the bottom of the screen.

Note: You may clickto return to the
Transaction Details screen.

RESULT

The Match Transaction Verification screen
displays.

Follow these steps to offset a Merchant Credit:

Posslble Matching Deblt Transactlons

General Account Information
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Follow these steps to offset a Merchant Credit:

Step 4

ACTION Match Transaction

Confirmation

Verify that all information is correct
al’ld Clic@ . s vl Husudoa, (755681201881 S000332066)

Asaeunt: $337.23
RESULT

wll be matched
with Thibil Wi (602418500 5R09323 100744
Asaeunt: $33723

The Match Transaction Confirmation screen S G
displays. &

Step 5

Indlvidual Statement
ACT|ON Transactlon Detalls
Click[OK]. T
m:::m - l'::n-alRﬂllnrm i
The Current Transaction Detail or Individual S
. . . Flest Tranzaction Infarmation
Statement Transaction Detail screen displays. ey T —
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Requesting a Sales Draft

Description

You may request a sales draft in order to obtain a copy of the transaction
for expense or recording purposes. The Request Sales Draft
functionality automates and speeds the process of receiving the draft copy.

What you will
need before
you begin

e An account number
* Transaction Information

In this lesson
you will learn

* How to request a sales draft online using the Request
Sales Draft hyperlink

Situations where
you may use
this function

* You have confirmed that a charge is correct but need a sales draft
for expense purposes or recording purposes.

The screens
you will use in
this lesson

e Current Transaction Detail or Individual Statement Transaction Detail
* Request Sales Draft hyperlink
* Request Sales Draft

Available
hyperlinks

* Request Sales Draft

{@} What You Need to Know:

* A sales draft may not be requested for an account that has been closed with a fraud or
lost/stolen status.

* Sales drafts may not be requested for the following types of transactions: Fees, ATM
Cash Advances, Convenience Checks, Traveler’s Checks, and Mail Order or Telephone
Order Transactions.

* You should expect to receive the sales draft within 35-47 days, depending on whether the
charge 1s domestic or international. The sales draft will be mailed to the address of record
for the specified account.

* The Request Sales Draft functionality should not be used to verify that a charge is valid.
If you do not recognize a charge or believe it is incorrect, you should place the item into
dispute status. This can be done via EAGLS through the Dispute Transaction function, or
by calling the GCSU for assistance.

* Do not use the Request Sales Draft function if the transaction has previously been placed
in a dispute status. Placing a transaction into dispute status starts the process of
researching the transaction within the Government Claims Department, which may include
ordering a sales draft.
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Key Terms

Sales Draft The transaction receipt.
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Follow these steps to request a Sales Drafft:

Step 1
ACTION

Click on the Request Sales Draft hyperlink
from the Individual Statement Transaction
detail screen or the Current Transaction
Detail screen.

RESULT
The Request Sales Draft screen displays.

Step 2
ACTION

Click[Submit].
RESULT

The Request Sales Draft Confirmation
screen displays.

Step 3
ACTION

Click JOK].

RESULT

The Individual Statement Transaction Detail

or Current Transaction Detail screen displays.

Request Sales Draft
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Disputing a Transaction

Description

You may dispute a transaction when you question the validity
of the transaction.

What you will
need before
you begin

* An account number and the transaction information

In this lesson
you will learn

* How to dispute a questionable transaction that has posted to an
account holder's Individually Billed Account.

Situations where
you may use
this function

* You need to dispute a transaction that you do not recognize
as a valid charge.

The screens
you will use in
this lesson

* Individual Statement Search
¢ Current Transaction Detail

* Individual Statement

» Dispute Transaction

Available
hyperlinks

» Dispute Transaction

{@} What You Need to Know:

* The dispute function is for account holders.

* An A/OPC can dispute transactions on a vehicle account.

* Placing Voyager accounts into dispute through EAGLS is not possible at this time.
* An A/OPC can dispute transactions that are directly billed to a central account.

IMPORTANT: The dispute must be initiated within 60 days of the statement date on which
the transaction posted.

Key Terms

Transaction Dispute A disagreement between the card holder or account holder and the

merchant with respect to a transaction.
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Follow these steps to dispute a Transaction

Step 1
ACTION

Click on the Dispute Transaction hyperlink
from the Current Transaction Detail

or Individual Statement Transaction
Detail screen.

RESULT

The Dispute Transaction screen displays.

Step 2
ACTION

Type in the amount of the dispute in the
Dispute Amount field.

RESULT

The edited dispute amount displays in the
Dispute Amount field.

Step 3
ACTION
Click )

RESULT

The Dispute Transaction Verification screen
displays.

Dispute Transaction

Account Information

Arint Numbee ]
Arcmmt Mamy COMP TRST ACCT 0219027
Agency Iame EACLS TEST €0 5025027 L1
Merchant Infermation

MName [TEST MISC TEE DERT
City MOHTICSE

Hatn (&%}

Transaction Information

Bt Dutn warDoN

Teamurtion Jain Inarnzmon

Referenen Nmer TR0 |00 80ET
Tramsactien Amesst Tatal HEx
Diispute fmsamt
Rlimill f‘.ﬁu:»dl
i, R (US40 A8

Dispute Transaction

Account information
Aot Nl

Accemt Mame

Ay Mam

2ORP TEET ACCT S02502T
EAGLE TR (X0 S0 11

Merchant Information

Name [LEST BASC IR DI
iy MONTHOEE
Stare. oo
Tast Date iRz
Trnilion [nin [z
il Nisdors FOSGHT 10 1000018001
Transaction /umeant Total S12.00
sty Asmmint Jp2z
St | i |

TGt IV ILynik o AmaTiea, FA (1AL AN Tighte Taasmiad.

Dispute Transaction

Verification
| Se—— fon thes b
Account Information
Aecuunt Humber e e e
Azcint Mamn LRI TEST ACK T SIS
“Agency Hame [EACLE TEST O 025027 LL

MName [TEST MISC FIE DIGIT
Uiy MOMEROEE
st Kty
B Dl Decannn
Trassartion Date ASLBZ000
Heference Number [#56U1201 1011500001602
Tramcunrtins Amunnd Tutsd L
Diispute fowsmmt g12.00
o A

CagTigt v T Baakaf Araerica, FA (IEEAR A1l Fighte mesmundd

EAGLS User’s Guide 01/08/01 — Page 287




Transaction Data: Working with Transactions — Chapter 7

Follow these steps to dispute a Transaction

Step 4
ACTION
Click [OK].
RESULT

The Dispute Transaction
Confirmation displays.

Step 5
ACTION

Click [OK].
RESULT

The Individual Statement Transaction
Detail or Current Transaction Detail
screen displays.

Dispute Transaction
Confirmation
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Reporting Tool:
Generating Reports

Overview The purpose of the Reporting Tool function is to allow the A/OPC to
generate online reports to assist him/her in the management of the card
program. In addition, certain reports are available in Raw Data. To further
assist the A/OPC in the management of the card program, Info Analyzer
7.0, a third party software, is provided to enhance the reporting tool.

In this chapter « About the EAGLS Reporting Tool interface
you will learn * About the various EAGLS online reports available to help you manage

your agency’s card program

» How to schedule online reports

* How to view online reports

* How to receive a report in Raw Data format

» About the Delinquency suite of reports available to help you better
manage your program

» About the Exceptions and Authorizations/Declines reports available to
help you better manage your program.

» How to use Info Analyzer’s enhanced online reporting functions list

Lesson 1: Accessing the EAGLS Reporting Tool

Lesson 2: Available EAGLS Reports

Lesson 3: Scheduling Online Reports

Lesson 4: Viewing Online Reports

Lesson 5: Raw Data Reports

Lesson 6: Delinquency Reporting

Lesson 7: Using the Exceptions Report and the

Authorizations/Declines Report
Lesson 8: Using Info Analyzer

Benefits and The EAGLS online reporting tool provides you with:
advantages * Regularly updated and time-sensitive information related to reports
» An easy-to-navigate, customizable interface to use for selecting,
scheduling, and viewing reports
* Scheduling and sorting options for each report type that allow you to
specify the data you want to view and how it is presented
* Accurate tracking of expenditures by hierarchy
* Detailed individual account holder transaction data
* Summary information at hierarchy and agency levels, including subtotals,
totals, and grand totals
* Flexible scheduling options
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Benefits and
advantages
(Continued)

* Ability to download reports and save files on network drives or your
personal hard drive

* Ability to reschedule reports based on existing report parameters

* Ability to receive select reports in Raw Data format for import into
spreadsheet and database applications

Features of the Info Analyzer include:

* Reports are transmitted 20 to 50 times faster than HTML

* The option of viewing reports immediately or saving them for future
review

* Ability to send reports to a printer or e-mail them without staying
connected to EAGLS

* Easy-to-read report layouts

* Ability to search within reports

* Ability to customize report fields

* Ability to extract data from large reports

* Ability to export report data to other applications including
Microsoft Excel, Microsoft Word, HTML, and text formats
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Accessing the EAGLS
Reporting Tool

Description

The Reporting Tool is accessed directly from a link on the EAGLS main
menu. This feature allows you to run reports on your accounts and/or
agencies to manage your card program.

What you will
need before
you begin

» A workstation with internet access
* An EAGLS ID and password
* Access to report data

In this lesson
you will learn

How to:

* Access the EAGLS reporting tool

» Work with the reporting tool interface
* Customize the reporting tool interface

Situations where
you may use
this function

* When you need access to the online reporting tool in order to schedule,
download, and view reports

The screen you
will use in
this lesson

* EAGLS Reports menu

Available
hyperlinks

Not applicable

functions.

@3‘ What You Need to Know:

* Use the Reporting Tool function to access the Reports window. Through the Reports
window you will schedule and view all the reports within your span of control.

* A separate logon is not required to enter the Reporting tool.

* When you select Reporting Tool from the EAGLS Main Menu, you are automatically
logged out of EAGLS. You will need to sign back on to EAGLS to perform other on-line

* If you have multiple roles, be sure you are logged onto EAGLS with a default role that
allows access to the Reporting Tool functionality.
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@3‘ What You Need to Know:

» The Reports section is structured in a tree format, similar to a directory tree. Reports are
listed by category. When you expand the list for each report category, you will see a list of
the available report types within that category. This format allows you to view the entire
menu of report options at a glance without scrolling, while providing an additional level of
detail for each menu option that you can view with a single click of the mouse.

Customizing the Reports Interface

The reporting tool allows you to customize your user options
in the following ways:

Select a default viewer for all reports.

* This gives you the option of selecting a viewer that you will use the majority of the time,
eliminating the need to select a viewer each time you schedule and run a report. Info
Analyzer is the initial default.

* The default setting is not permanent. You can return to the Options window to change the
default at any time.

* Even though you set the default for all reports, you have the option of changing the viewer
option for specific reports.

Customize the list of Reports you see on the Reports menu.

* You can customize your Reports menu to display only the reports you use most frequently.
This will save time for users who have access to a large number of reports.

* You can only use Info Analyzer if it has been accepted by your agency’s Program Manager
and Information Systems department. If you are not sure of whether your agency uses Info

Analyzer, please contact your agency Program Manager or your Bank of America Account
Manager.

*» The Details window for each report gives you the option of changing the viewer for an
individual report without changing the default for all reports.
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What You Need to Know:
Available Report Formats.

File
Extension

Description

Format

A third party software application which contains
easy-to-use features that allow you to:
* Print
* Navigate to different sections of large reports
* Drill down on summary information
» Zoom in on report content
Info * Search for specific records in a report
Analyzer 1pt « Sort records
* Customize reports

Also contains options to export data into other
applications such as Word, Excel, HTML, and other
applications and file formats.

(see Using Info Analyzer lesson)

Microsoft A common word processing application used to generate
Word .doc documents, such as correspondence.

Microsoft A common spreadsheet application used for reporting
Excel xls and calculations.

Hypertext Markup Language. A set of programming
codes that make information viewable through a Web
HTML htm browser, such as Internet Explorer or Netscape.
Information could be either textual or numeric.

Rich Text A generic text format that can be imported into a number

Format atf of different word processing or spreadsheet applications.
A simplified file format that saves only the text and val-

Comma ues displayed in the table cells of a report and removes

Separated all other formatting. Report structure is preserved in that

Values .CSV each column of data is separated by commas, and each
row of data ends with a carriage return.

Data . Used for transfer of data between different spreadsheet

Interchange dif formats

Format :

Lotus 1-2-3 wks A common spreadsheet application used for reporting

and calculations.
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Key Terms
Default The initial selection or display on a screen.
Report Viewer The file format in which you choose to download report data. This

could be a desktop application, such as a spreadsheet or word
processor, or a file format that can be imported into an application,
such as Rich Text Format, or Data Interchange Format. EAGLS
provides you with a variety of options for downloading and viewing
reports.

Note: You must have access to these applications from your PC in
order to view reports through them.
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Follow this step to access the Reporting Tool:

ACTION
Click on Reporting Tool on the EAGLS
Main Menu.

RESULT

The EAGLS Reports window displays.

Notice that the Reports window is divided into
two main sections. The left side contains the
Reports menu, listing the online reports avail-
able to you.

Bankof America

<>

EAGLE Repuriing Tesl

&

Erpaciing Tasl
(Mt
e
E At fchivity Purchines)

tiry | Travall

Wi 1o G E& GLE Rar t Ths Raped § e bl 1 rakne
e arrvegeed of ie G54 pope
Al riEend il oo EATLE il Hie Fep odiog Teolin poted an the T erfedcd Help ke
P Tl wiihi-ieeinia. s ihe EATLT Ok Ui THaib of ife Treiuig Fom fads

Conart Tech Sopport- o mpake repor mbsied probleme - S55-317-2077

Menu Option Description
Options Allows you to select a default report viewer and customize the reports
listed on the Reports menu.
R Lists the online reports available to you in an expandable tree format.
eports
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Follow these steps to view the options in the Reports menu:

Step 1
ACTION
Clickbeside the report category name to

expand the list below each report category.
RESULT

A list of report types within that category
displays, and[+] turns into[].

Step 2
ACTION
To collapse the list back up, click El

RESULT

The list of report types closes, and the E|beside
the report category name turns back into.

Reports

".;":'!..I:E'Du:ﬂt Actrwty (Purchase
".;":'LI:EE}UIIt Actrwty (Travel)
Eﬁcmunt Listing

E I-IL .aw Data

“Hierarchy Level

Reports
'ﬁn:n:c}unt Actraty (Purchase

'ﬁn:n:c}unt Actrnty (Trawel)

'gﬁcmuﬂt Listing
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Follow these steps to select a default viewer:

Step 1
ACTION

Click on Options on the Reports menu.

RESULT
The Options window displays.

Step 2
ACTION

Click the down box in the Default Report
Viewer field to view the list of available report
formats.

RESULT

The following available report formats
are displayed:

* Info Analyzer (default setting)

* Microsoft Word

* Microsoft Excel

* HTML

* Rich Text Format

* Comma Separated Values

* Data Interchange Format

* Lotus 1-2-3

Custonuze the appearance aud operation of your Feporting Tool.

Defaull Fepurl Viewe. | Inn Annbyrer ‘! Submill

Seleet Reports you do not want to sce.

™ Account Actvity (Purchass)
[ Arcount S ety ¢ ravel)
™ Account Listing

I Awveunt Benewid

I Agency Frogram

I Agensy Progaun Inlormalion
I Awdine CredinFofimd

™ Cannellalion

™ Dady Inveodce

I Debngusny

[T Bmrrptionz

I Idfaintenance Kequests

I Mastrreard 109%

™ Ifizcellansous Tapense

I~ Manthty Audt

™ Mew Accouats

[ bre Snspenmon

Custommee the appearanee and operation ol your Reporing Toul.

lich | exd Format

Cormimz Separsied Valuss
Drata Intcrchango Fomat
Lowsl.23

For information about each of these formats, see "What You Need to Know".
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Follow these steps to select a default viewer:

Step 3

ACTION

Click on the appropriate report format.

RESULT

The selected report format displays.

Step 4

ACTION
Clickto initiate the change.

RESULT

The Default Report Viewer is designated.

Note: Every report you generate will be in the
format you selected as the default, until you
change the default again. However, you can
change the format on an individual report
without changing the default.

Cusi ll'ill'll'.ﬂ: l]": AppEArATice H'il(l llliﬂ'élﬁllll (8} r your Rti}l}lﬁﬂg Ta UI.

Delaul. Beporl Viewer. [l

Cusloimze the appearmee mmd operation of your Reporting Tool.

Uickandt Beport Viewer: | Microsoft Excel =] Subwil |

EAGLS User’s Guide 01/08/01 — Page 298




Generating Reports — Chapter 8

Follow these steps to customize the Reports menu:

Step 1
ACTION
Click on Options in the Reports menu.

RESULT

The Options window displays, including
a section titled Select Reports you do not want
to see.

Step 2
ACTION

Click on the check box beside the appropriate
report titles in the Select Reports you do not
want to see section as follows:
* Click the check box to remove a report
from your menu listing.
» Uncheck the check box to add a report to
your menu listing.

RESULT

The selected report titles display as checked

Select Reports you do not want to see.

I Accout Acbly Purcheee)

™ Account Actwvity | Travc)

™ Account Listing

™ Account Fencwal

™ Agency Program

I" Agency Program Information
™ Airdine CredivFefind

I Camellatiom

I Daly Invoice

™ Diehuyuency

™ Esxccphons

™ Mzintenance Fequests

I Mastercard 1095

™ Mizcellanecus Ezpense

™ Monthlr Audi

™ Mew Accounts

™ Pre-Cusprnson

™ Statistical Summsey (Purchase)
Slatestival Sumnery (Travel)
Sy A TR Uravcler's Checkes
Summary Convendence Checles

-
-
-
™ Summar Purchasc

Select Reports you do not want to see.

P Account Activity (Turchase)

™ Account &ctivity (Travcl)

™ Account Listing

' Account Renewal

W Agency Propram

W Agency Program Information
W Anbne CrediiBeling

F Cancellation

B Daily lvwocs

I™ Delnguency

™ Ezccphions

P Idaintenance Fequests

F¥ Mdastercard 1029

W IMdizcellansous Expense

W Mooty Audit

W Hew Accounls

W Pre-Susprmsion

W Statstical Simmary (Pochase)
W Statistical Summary (Lravel)
P Summary ATW Trarcler's Cheeks
P Summary Cenvenience Checks
W Summary Purchase
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Follow these steps to customize the Reports menu:

Step 3
ACTION
Clickat the bottom of the screen.

RESULT

The Reports menu on the left side of the screen
will change to reflect only the reports you
selected.

IMPORTANT: You must click[Submit]at the
bottom of the screen for the changes to take
effect.

Reports

"ﬁLccc}unt Actinty (Travel)
'ﬂn:l:-::unt Listing
"De]jnquﬁ:nc};

B-Exe eptions
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Available EAGLS Reports

Description

There are various reports you can schedule and view in an online format.
Knowledge of the available reports will assist the A/OPC in determining
which report to view on a regular basis and also which report to customize
to meet your reporting needs.

What you will
need before
you begin

* A request or need to review account or account holder information in a
report format.

In this lesson
you will learn

How to:

* Understand the various types of online reports available to you from the
EAGLS Reports menu

* Identify the appropriate report that meets your reporting needs

Situations where
you may use
this function

* When you would like a broad understanding of the EAGLS reporting
capabilities

* When you need to determine which report or reports will provide the data
you need

The screen you
will use in
this lesson

* EAGLS reports

Available
hyperlinks

Not Applicable

@3‘ What You Need to Know:

* The reports you can schedule depend on your level of access. This will impact the report
options you see in the Reports menu. In addition, you can only generate reports for the
hierarchies within your span of control.

* If you have multiple roles, be sure you are logged on with a default role that allows you
access to the Reporting Tool functionality.
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Key Terms
Account Holder/ The individual in possession of a Government Card for a specific
Cardholder program.
Aging The time period for measuring accounts past due. Accounts are

"aged" in 30-day increments, and their status escalates as they
progress through each delinquency cycle.

Authorizations/Declines Refers to transactions that have either been accepted or rejected at
the point-of-sale. A transaction must be authorized before it is
posted to an account statement. Declined transactions will not
be posted.

Delinquency Failure to meet the payment due date as measured in 30-day
increments. For example, an account that has received no payment
for 15 days after the due date will be listed as 1 — 30 days
delinquent. With each 30-day increment, the level of severity is
increased.

Exception A specified transaction type that is tracked. EAGLS provides
exception reports that track specific Merchant Category Codes
(MCC:s), transactions over $2,500, returned check fees, and ATM
and cash withdrawals.

Posted Transactions Transactions that have been authorized, gone through batch
processing, and debited or credited to a specific account.

Program The type of Government Card program your agency participates in.
Can be either Purchase, Travel, Fleet, or Integrated.

Subtotals, Totals, Incremental levels of totaling amounts within reports. Within a

Grand Totals detail report, each section can have a subtotal and the entire report
can have a total. Summary reports usually contain grand totals that
roll up all totals from the detail reports.

(For information about delinquency statuses, see The Delinquency Reporting Lesson. For information

about Merchant Category Codes, see Using the Exceptions Report and the Authorizations/Declines
Report Leson.)
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Reports Functionality Matrix:

The following table describes the available EAGLS reports and their business uses by report
category. It also includes frequency of data updates for each report.

(For assistance in selecting the appropriate report to meet your business needs, see the REPORTS
SELECTION MATRIX section.)

Report Name

(Category and Type)

Description and Use

Account Activity
(Purchase)

* Hierarchy Level

(For agencies with
Purchase Card programs)

Description

Displays all Purchase expenses for a specific account number within
a given calendar month. Includes both active and inactive purchase
program accounts, information on current and fiscal year account
activity, and convenience check transactions. Provides totals and
subtotals at both the agency and hierarchy level.

Use

Use this report to monitor account holders’ purchase activity within
specific hierarchies and agencies each month. It is useful to:

* Identify active accounts

* Verify where Purchase cards are being used

* Verify the amounts that were charged

This information can be useful in analyzing spending trends and
forecasting budgets, detecting noncompliance activity, and tracking
usage of convenience checks.

Update Frequency
Calendar Month with Fiscal Year-to-Date

Account Activity
(Travel)

* Hierarchy Level

(For agencies with Travel
Card programs)

Description

Displays all Travel expenses for a specific account number within a
given calendar month. Includes both active and inactive travel
program accounts, as well as current and fiscal year account activity.
Provides totals and subtotals at both the agency and hierarchy level.

Use

Use this report to monitor account holders’ travel expenses within
specific hierarchies and agencies each month. It is useful to:

* Identify active accounts

* Verify where Travel cards are being used

* Verify the amounts that were charged

This information can be useful in monitoring monthly travel volume,
analyzing travel expense trends and forecasting travel budgets, and
detecting noncompliance activity.

Update Frequency
Calendar Month with Fiscal Year-to-Date
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Report Name Description and Use

(Category and Type)

Description

Lists all accounts within an agency and includes information neces-
sary to identify and contact the account holder. Information is sepa-
rated by centrally and individually billed accounts. Includes totals
for number of account holders per hierarchy and per report, as well
as the total credit limit per hierarchy and per reports. Does not pro-

Account Listing vide specific transaction activity.
* Hierarchy Level Use
* Hierarchy Level — Raw | Use this report to get an overview of accounts assigned to your
Data hierarchy. It is useful to:
* Review account holder information for all accounts within your
hierarchy

* Review the open or closed status of all accounts
* Verify hierarchy information.

Update Frequency
Point in Time

Description
Provides detailed information for accounts that are within 90 days of
their expiration date.

Account Renewal Use
) Use this report to review accounts in your agency that are about to
* Hierarchy Level be renewed and determine if any accounts should be eliminated

from the automatic renewal process.

Update Frequency
Point in Time

Description
Provides a list of all participating agencies/organizations, bureaus,
divisions, offices or other organizational elements for each agency.

Agency Program Use

Information Use this report to view point of contact information (name, address,
phone number) associated with individuals within each agency.

* Hierarchy Level Also used as a tool to update EAGLS.

Update Frequency
Point in Time
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Report Name Description and Use

(Category and Type)

Description

Provides summary information at HL1, HL2, and HL3 levels for
delinquent and charged-off accounts. Information is separated by
individually and centrally billed accounts, and is further sorted into
categories of 30, 60, 90, 120, 150, and 180 days past due. Provides
grand totals for each account status. Does not provide individual
Aging Analysis account or transaction information.

* Hierarchy Level Use ) . ) . .
Use this report to obtain summary delinquency information for your

agency. It is useful in determining:

* The total number of accounts that are past due

* The total dollar amounts past due, for individual hierarchies and
for the entire agency.

Update Frequency
Calendar Month Based on Billing Cycle

Description
This report lists all airline credits and refunds that have occurred
during the month for both centrally and individually billed accounts.

Use
Airline Credit/Refund | Use this report to determine whether airlines have processed refund
requests or refunds associated with cancelled tickets.

* Agency Name
* Hierarchy Level Update Frequency
Calendar month
Description
Lists all transactions attempted against an account and details rea-
sons for decline and type of purchase (mail order, ATM, purchase,
Authorizations/ cash). Transactions are selected by declines or approvals only to
Declines help track trends.
* Account Number Use
« Hierarchy Level Use this report to review accounts with declined charges, identify

trends, and determine potential cause for action.

Update Frequency
User Selected Dates
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Report Name

(Category and Type)

Description and Use

Cancellation
* Hierarchy Level
Note: There are DOI and

SBA specific versions of
this report.

Description

Lists information for accounts that have been cancelled or are within 10
days or less of being cancelled on a daily basis, including accounts over
126+ days past due. Cancelled accounts remain in this report until they are
paid, aged out, or charged off from this delinquency level.

Use

Use the Cancellation report to view account-specific and cardholder-specific
information for delinquent accounts, in order to identify accounts that
require action prior to being charged-off.

Update Frequency
Monthly Based on Cycle

Cancellation
Summary

* Hierarchy Level
Note: There are DOI and

SBA specific versions of
this report

Description

Lists information for accounts that have been cancelled or are within 10
days or less of being cancelled. Cancellation occurs when the required pay-
ment is not made 126 days from the billing date. A cancelled account is
contained in this report until it is paid, aged out, or charged-off from this
delinquency level. The report provides:

* The number of accounts in this status

* Subtotals of the dollar amount past due for any given hierarchy

* The total dollar amount past due for the entire agency.

Use

You may prefer the Cancellation Summary Report to the Cancellation
Report if you are interested in the number of accounts that are in this status
and the total amount past due, rather than account holder or other account
detail. Refer to the Cancellation Report for account level detail. This
summary report is meant for general information and assistance. It does not
in any way amend or change provisions related to suspension and cancella-
tion as provided in sections C.36 and C.37 of the GSA SmartPay Contract.

Update Frequency
Monthly Based on Cycle

Charge-Offs

* Hierarchy Level / Date

Description

Lists detailed information for all accounts that are in a charge-off status
(Bad Debt, Fraud, Deceased, or Other). Provides subtotals for each status
within each hierarchy, as well as the total dollar amount within each
category for the entire agency. Also includes Charge-off Reason,
Charge-Off Date, subtotals and totals of late fees.

Use

Use this report to determine when a account holder’s balance is no longer
collectable. It can also be used to assess the potential negative impact of all
charged-off dollars to the agency’s overall budget and its GSA SmartPay
refund program.

Update Frequency
Point in Time
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Report Name

(Category and Type)

Description and Use

Daily Invoice

e Account Number
 Central Account ID

(for agencies that receive
a daily AAS feed)

Description

Provides a central account’s daily transaction activity for all
agencies who selected daily invoices. Provides transaction totals for
a Central Account ID on a daily basis. Includes an Invoice Number
and an Invoice Total.

Use

Use this report to review transactions and totals in an electronic
daily invoice. You can use this information to manage invoice
payment for Centrally Billed Accounts.

Update Frequency
Daily-User Selected Date

Delinquency*

* Account Number

* Hierarchy Level

» HL/ Raw Data

* Hierarchy Level/
Severity

* HL/D Raw Data

*See detailed
descriptions below

Description

Provides a list of all account balances that are in a state of
delinquency (accounts with past due balances of 30, 60, 90, 120,
150, 180+ days). Shows account-specific and cardholder detail.

Use

Use the Delinquency report to review cardholders that are in a
delinquent status, in order to identify accounts that require special
attention prior to reaching suspension, cancellation, or charged-off
status.

Update Frequency
Monthly Based on Cycle

Delinquency Report —
Account Number

Description
Provides delinquency status information on a specific account
requested.

Note: You must enter a valid account number and the account must
be in a past due status for it to appear on the report.

Use
Use this report to review a single account holder who is in a
delinquency status

Update Frequency
Monthly Based on Cycle
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Report Name

(Category and Type)

Description and Use

Delinquency Report -
Hierarchy Level

(Available in Raw
Data format)
HL/ Raw Data

Description
Provides account delinquency status information at a specified hierarchy
level and for a requested billing type.

Note: You must enter the hierarchy level. If you request all levels, the
report will show the hierarchy level you entered plus all of the hierarchy
levels below it. (The default option is to only display the hierarchy level
you enter.) You must select the billing type you wish to view. You can
choose to view individually billed accounts, centrally billed accounts, or
both.

Use
Use this report to provide a status on individually or centrally billed
accounts by hierarchy level.

Update Frequency
Monthly Based on Cvcle

Delinquency Report
— Hierarchy Level/
Severity

(Available in Raw
Data format)
HL/D Raw Data

Description
Provides account delinquency status information at a specified
hierarchy level, at a requested severity level, and for a requested billing

type.

Notes:
* You must enter the hierarchy level. If you request all levels, the report
will show the hierarchy level you entered plus all of the hierarchy
levels below it. (The default option is to only display the hierarchy level
entered.)
* You must select the cycle (or severity level). By selecting a
particular cycle for this report, you will only see the delinquent accounts
in that cycle of delinquency. Available cycles are:
* Cycle 2 = 61 — 90 days past due
* Cycle 3 = 91 — 120 days past due
* Cycle 4 = 121 — 150 days past due
* Cycle 5 =151 — 180 days past due
* Cycle 6 = 181- 210 days past due
* You must select the billing type you wish to view. You can choose to
view individually billed accounts, centrally billed accounts, or both.
Use
Use this report as a management tool to monitor number of accounts and
dollars delinquent by billing cycle.
Update Frequency
Monthly Based on Cycle

Delinquency
Summary*
*Hierachy
*Hierachy/Severity

*See detailed
descriptions below

Description

Provides summary information for accounts listed in the Delinquency
report, including total number of accounts delinquent, subtotals of dollar
amounts past due for any given hierarchy, and total dollar amount for the
entire agency.

Use

Use these reports to identify and manage delinquencies within your hier-
archy or agency as a whole. These reports may be useful to the
Designated Billing Officer and the Chief Financial Officer to identify and
manage delinquencies agency-wide.
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Report Name Description and Use

(Category and Type)

Description
Provides summary delinquency status information at a
specified hierarchy level and for a requested billing type.

Note: You must enter the hierarchy level. If you request all levels,
Delinquency Report — | the report will show the hierarchy level you entered plus all of the
Hierarchy Summary hierarchy levels below it. (The default option is to only display the
hierarchy level entered.)You must select the billing type you wish to
view. You can choose to view individually billed accounts, centrally
billed accounts, or both.

Use
Use this report to view a summary of individually or centrally billed
accounts by hierarchy level.

Update Frequency
Monthly Based on Cycle

Description
Provides summary delinquency status information at a specified
hierarchy level, at a requested severity level, and for a requested

billing type.
Delinquency Report —
Hierarchy/Severity Notes:
Summary * You must enter a hierarchy level. If you request all levels, the

report will show the hierarchy level you entered plus all of the
hierarchy levels below it. (The default option is to only display the
hierarchy level entered.)

* You must select the cycle (or severity level). By selecting a partic-
ular cycle, you will only see the delinquent accounts in that cycle
of delinquency.

* Cycle 2 = 61 — 90 days past due

* Cycle 3 = 91 — 120 days past due

* Cycle 4 = 121 — 150 days past due

* Cycle 5 =151 — 180 days past due

* Cycle 6 = 181- 210 days past due

*You must select the billing type you wish to view. You can
choose to view individually billed accounts, centrally billed
accounts, or both.

Use

Use this report to view a summary of a specific hierarchy level of
individually or centrally billed accounts by the number of accounts
and dollar amount delinquent by billing cycle.

Update Frequency
Monthly Based on Cycle
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Report Name Description and Use

(Category and Type)

Description
Provides a list of all ATM and cash withdrawals within a specified
hierarchy level and time frame.

Exceptions: Use
ATM/ Cash Activity Use this report to perform more detailed reviews of accounts with
cash activity.

Update Frequency
User Selected Date

Description

Provides a list of transactions by account number that the agency
wants to review at a closer level for trend analysis or specific
MCC’s. Allows you to search by individual account number.

Use
Exceptions: Use this report to review exception transactions in order to identify
Account Number purchasing patterns and trends. Using this report, you can track

exceptions such as cash usage alone or in combination with retail
spending, cash usage with or without other travel-related spending,
and retail spending.

Update Frequency
User Selected Date

Description

Provides a list of transactions by hierarchy level that the agency
wants to review at a closer level. for trend analysis or specific
MCC’s. Allows you to search by hierarchy level.

Exceptions: Use

Hierarchy Level Use this report to review exception transactions in order to identify
purchasing patterns and trends. Using this report, you can track
exceptions such as cash usage alone or in combination with retail
spending, cash usage with or without other travel-related spending,
and retail spending.

Update Frequency
User Selected Date
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Report Name

(Category and Type)

Description and Use

Exceptions:
Returned Check
Charges

Description
Provides a list of all cardholders that incur returned check fee trans-
actions within a specified hierarchy level and time frame.

Use
Use this report to identify accounts that have returned check fees.

Update Frequency
User Selected Date

Exceptions:
Transactions
Over 2500

Description
Provides a list of transactions greater than $2,500 within a specified hierar-
chy level, time frame, and specific Merchant Category Code (MCC) range.

Use
Use this report to perform more detailed reviews of accounts with
large dollar purchases.

Update Frequency
User Selected Date.

Fixed Pay

e Account Number
* Hierarchy Level

Description

Provides information regarding accounts that have been set up on
fixed pay. The Fixed Pay Program is an alternative payment option
for cardholders that cannot pay their balances in full due to financial
circumstances. Accounts that are set up for fixed pay are closed and
cancelled. The account holder is responsible for making monthly
payments towards the balance due on the account. Accounts remain
on this report until the balance is paid out or until the account is
removed from the Fixed Pay Program.

Use
Use this report to track and monitor accounts that are in a fixed pay
program and for viewing the balance on the account.

Update Frequency
Point in Time

Fleet: MasterCard
Account Activity

* Hierarchy Level

Description

Provides monthly account activity information for both active and
inactive Fleet program accounts. Displays detailed transaction infor-
mation for specific accounts within a requested hierarchy level, as
well as monthly and fiscal year-to-date totals.

Use

Use this report to monitor and review detailed information on all
fleet transactions within any given account number or hierarchy
level.

Update Frequency
Calendar month
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Report Name

(Category and Type)

Description and Use

Fleet: MasterCard
Tax Summary

* Hierarchy Level

Description

Provides a state-by-state summary of all tax expenses for Fleet pur-
chases within a specified hierarchy level. Tax is sorted into categories
including federal, state, county, city, sales, environmental, and excise.
Contains tax information summarized by month and fiscal year-to-date.

Use

Use this report to track monthly and fiscal year tax expenses. Since
the information is sorted by state, you can determine the amount and
type of taxes paid within each state where cards are issued.

Update Frequency
Calendar Month

Fleet: MasterCard
Fuel/ Non-Fuel
Summary

* Hierarchy Level

Description

Summarizes by month and fiscal year-to-date all fuel and non-fuel
spending within a given hierarchy. Fields include: Purchase
Description, Unit Type (type of measurement), Quantity (number
of units purchased), and Charges (dollar amount purchased).

Use
Use this report to monitor the quantity, cost, and type of any given
Fleet purchase.

Update Frequency
Calendar Month

Fleet: Visa
Account Activity

* Hierarchy Level

Description

Provides monthly account activity information for both active and
inactive Fleet program accounts. Displays detailed transaction infor-
mation for specific accounts within a requested hierarchy level, as
well as monthly and fiscal year-to-date totals.

Use
Use this report to monitor and review detailed information on all
fleet transactions within any given account number or hierarchy level.

Update Frequency
Calendar month

Fleet: Visa Tax
Summary

* Hierarchy Level

Description

Provides a state-by-state summary of all tax expenses for Fleet pur-
chases within a specified hierarchy level. Tax is sorted into categories
including federal, state, county, city, sales, environmental, and excise.
Contains tax information summarized by month and fiscal year-to-date.

Use

Use this report to track monthly and fiscal year tax expenses. Since
the information is sorted by state, you can determine the amount and
type of taxes paid within each state where cards are issued.

Update Frequency
Calendar Month
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Report Name

(Category and Type)

Description and Use

Fleet: Visa Fuel/ Non-
Fuel Summary

* Hierarchy Level

Description

Summarizes by month and fiscal year-to-date all fuel and non-fuel
spending within a given hierarchy. Fields include: Purchase
Description, Unit Type (type of measurement), Quantity (number of
units purchased), and Charges (dollar amount purchased).

Use
Use this report to monitor the quantity, cost, and type of any given
Fleet purchase.

Update Frequency
Calendar Month

Lost/Stolen

* Date Range
* Hierarchy Level

Description

Provides account and cardholder information for cards that have
been reported as lost, stolen, or fraudulent. This report will also pro-
vide information on the replacement account for the lost/stolen/fraud
account.

Use
Use this report to monitor the number of cards reported as
lost/stolen/fraud within your hierarchy.

Update Frequency
User Selected Date

Maintenance Request

e Account Number
* Hierarchy Level

Description
A log of maintenance performed on accounts through EAGLS.

Use
Use this report to monitor any changes that may have been made on
an account through EAGLS.

Update Frequency
User Selected Date

Mastercard 1099

* Hierarchy Level

Description

Provides a summary of payments made to merchants on a quarterly
and cumulative calendar year basis. It shall be in merchant TIN
ascending numeric order and include description of the purchase,
amount of purchase, merchant name, identifying doing business as
(DBA) if applicable, and merchant address. This report is online
and is also available as a file through your Bank of America account
manager.

Use
Use this report to create 1099s for IRS reporting.

Update Frequency
Quarterly
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Report Name e
Description and U

(Category and Type) L se

Description

Provides a listing of new accounts that were set up within the past
New Accounts 30 days of the date of the report.
* Account Number Use
* Date Use this report to review all new accounts that have been set up
* Hierarchy Level within the last 30 days.

Update Frequency
« User Selected Dates
» Calendar Month

Description

Provides a list of all centrally billed transactions within a specified
search criteria that have not been allocated. This report will display
Not Allocated information regarding the transaction including the certification sta-

tus of the transaction.
* Account Number

* Hierarchy Level Use

Use this report to track and monitor the status of centrally billed
transactions that have not yet been allocated. Review the informa-
tion regarding the transaction to determine how the transaction
should be allocated or certified.

Update Frequency
User Selected Date

Description
Lists accounts eligible for suspension during the next cycle (IBAs
45 — 60 days past due and CBAs 45 - 90 days past due). Identifies

Pre-Suspension account name, account number, status, balance past due, and number
) of days past due. Includes subtotals and grand totals for hierarchy
* Hierarchy Level levels and agencies listed. Totals for IBA and CBA accounts are sep-
arated.
Use

Use this report to see a list of accounts that are eligible for suspen-
sion, in order to identify accounts that require special attention and
supervisory notification.

Update Frequency
Monthly Based on Cycle
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Report Name Description and Use

(Category and Type)

Description

Provides high level information for all accounts that are eligible for
suspension during the next cycle. Accounts will appear as early as
45 days after the billing cycle date. This report provides:

* The number of the accounts in the pre-suspension status

* Subtotals of the dollar amount past due for a specific hierarchy

Pre-Suspension * The total dollar amount past due for the entire agency
Summa

i Use
« Hierarchy Level You may prefer the Pre-Suspension Summary Report to the Pre-

Suspension Report if you are interested in the number of accounts
that are in this status and the amount past due, rather than account
holder or account detail. To review more detailed information on
specific delinquent accounts, please refer to the Pre-Suspension
Report. This summary report is meant for general information and
assistance. It does not in any way amend or change provisions related
to suspension and cancellation as provided in sections C.36 and
C.37 of the GSA SmartPay Contract.

Update Frequency
Monthly Based on Cycle

Description

Provides a summary of account activity for the Purchase Card
Statistical Summary program and includes convenience check transactions and
(Purchase) miscellaneous fees.
* Hierarchy Level Use

Use this report to monitor Purchase program activity.

Update Frequency
Calendar Month with Fiscal Year-to-date
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Report Name Description and Use

(Category and Type)

Description

Summarizes activity of a Fleet Card program. Presents monthly
and fiscal year to date Fleet expense information within any given
hierarchy for Fuel/Non-Fuel Sales Amount (gross and net),
Statistical Summary Fuel/Non-Fuel Transactions, and Miscellaneous charges. Also

(Fleet) provides general information about a Fleet program, including
number of new accounts, number of cards with activity, and number
« Hierarchy Level of lost, stolen, cancelled, or replaced cards.
Use

Use this report to get an overall snapshot of a Fleet program in
order to monitor fuel and non-fuel transactions, as well as
miscellaneous expenses.

Update Frequency
Calendar Month with Fiscal Year to Date

Description
Provides a summary of account activity for the Travel Card program
Statistical Summary and includes traveler’s check transactions and miscellaneous fees.
(Travel)
Use
« Hierarchy Level Use this report to monitor Travel program activity.
Update Frequency
Calendar Month with Fiscal Year-to-date
Description
Summary ATM/ Provides a summary of total ATM/traveler’s check dollars and
Traveler’s Checks number of transactions by each participating agency monthly and
cumulative.
* Agency Name
* Hierarchy Level Use

Use this report to monitor the level of cash and traveler’s check
usage within your agency.

Update Frequency
Calendar Month with Fiscal Year-to-Date
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Report Name Description and Use

(Category and Type)

Description
Provides a summary of total convenience check dollars and number
of transactions by each participating agency, monthly and cumula-

tive.
Summary

Convenience Checks Use

Use this report to monitor the level of convenience check usage

* Agency Name within your agency.

* Hierarchy Level

Update Frequency
Calendar Month with Fiscal Year-to-date

Description

Provides a quarterly summary of purchases under the micro-
purchase level as described in FAR 2.5 and over this amount. It
includes number of transactions, the dollar volume and comparative

percentages for the current reporting period and fiscal year activity.
Summary Purchase

Use
* Agency Name Use this report to monitor summary information on purchases,
* Hierarchy Level broken down into categories of purchases greater than $2,500 and

purchases less than $2,500.

Update Frequency
Fiscal Quarters with Fiscal Year-to-date

Description

Lists, by fiscal year quarter, summary spending information by
merchant category code (MCC) and includes MCC description,
number of transactions per MCC, total dollar amount per MCC,

Summary Quarterly and average amount per MCC.
Merchant
] Use
* Hierarchy Level Use this report to analyze summary information on spending and

types of spending within your Travel or Purchase card program.

Update Frequency
Fiscal Quarters

EAGLS User’s Guide 01/08/01 — Page 317



Generating Reports — Chapter 8

Report Name

(Category and Type)

Description and Use

Summary Quarterly
Vendor Analysis

* Hierarchy Level

Description

Lists, by fiscal year, a detailed quarterly and cumulative summary of
the top 100 merchants/vendors, by individual merchant/vendor, city,

state, and service type, in total dollars and total number of transactions.

Use
Use this report to review the list of top-rated vendors based on level
of spending within a requested hierarchy level.

Update Frequency
Fiscal Quarters with Fiscal Year-to-Date

Suspension/ Pre-
Cancellation

* Hierarchy Level

SBA specific versions of
this report.

Note: There are DOI and

Description

Lists accounts that have been suspended or are within 10 days of
suspension and are eligible for cancellation (IBAs appear on this
report at 61-125 days past due and CBAs appear on this report at 91
days or more past due and/or if they are in a suspended status).
Identifies account name, account number, status, date of status, bal-
ance past due, and number of days past due. Includes subtotals and
grand totals for hierarchy levels and agencies.

Use

Use this report to identify accounts that have been suspended and
require immediate attention and resolution before the next billing
cycle.

Update Frequency
Monthly Based on Cycle
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Report Name

(Category and Type)

Description and Use

Suspension/ Pre-
Cancellation Summary

* Hierarchy Level
Note: There are DOI and

SBA specific versions of
this report.

Description

Lists high level information for all accounts that have been suspend-
ed or are within 10 days or less of being suspended. Suspension
occurs when the required payment is not received 61 days past the
cycle date for individually billed accounts and 91 days past the
billing date for centrally billed accounts. This report provides:

* The number of accounts in this status

* Subtotals of the dollar amount past due for any given hierarchy

* The total dollar amount past due for the entire agency.

If the required IBA payment is not received 126 days from the
billing date, the IBA will be cancelled.

Use

You may prefer the Suspension/Pre-Cancellation Summary Report to
the Suspension/Pre-Cancellation Report if you are interested in the
number of accounts that are in this status and the total amount past
due, rather than account holder or other account detail. This sum-
mary report is meant for general information and assistance. It does
not in any way amend or change provisions related to suspension
and cancellation as provided in sections C.36 and C.37 of the GSA
SmartPay Contract.

Update Frequency
Monthly Based on Cycle

Transfer Transaction

» Account Number
* Hierarchy Level

Description

Provides information on transactions that have been transferred from
an individual account to a central/diversion account, or from a central/
diversion account to an individual account. This transfer transaction
functionality is used by agencies that have an Integrated Card Program.

Use
Use this report to track and monitor transactions that have been
transferred between individual accounts and central/diversion accounts.

Update Frequency
User Selected Date

Transaction Activity
(Available in Raw Data
format)

* Hierarchy Level
* Hierarchy Level —
Raw Data

Description
Provides detailed information regarding transaction detail at the
individual account level.

Use
Use this report to view detailed transaction information on a specific
account.

Update Frequency
User Selected Date
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Reports Selection Matrix: Which report should | use?

With all of these available options, it may be hard to decide which report will provide the data you
are looking for. Use the table below to help you understand the different types of data that each
report provides, then you can decide which report or reports best suit your needs.

If you need to view information on... ...Then use these reports

Delinquency Suite:

* Delinquency Reports

* Pre-Suspension Report

* Suspension/Pre-Cancellation Report
* Cancellation Report

Exception Reports:

. * Exceptions: Account Number
Accounts t_hat may require * Exceptions: ATM / Cash Activity
A/OPC review * Exceptions: Hierarchy Level

*» Exceptions: Returned Check Charges
* Exceptions: Transactions Over $2,500
Account Maintenance:

* Account Renewal

* Authorizations/Declines

* Maintenance Requests

* New Accounts

* Transaction Dispute

* Lost/Stolen Report

*» Aging Analysis (Summary Information HL1-HL3)

Cancelled Accounts * Cancellation Report
* Cancellation Summary Report

* Account Listing

* Account Renewal
Cardholders or Agencies » Agency Program Information
(Detail) * Maintenance Request

* New Accounts

Charged-Off Accounts * Aging Analysis (Summary Information HL1-HL3)
* Charge Off Report

Delinquency Reports:

* Delinquency Report — Account Number

* Delinquency Report — Hierarchy Level
Delinquent Accounts (Detail) * Delinquency Report — Hierarchy Level/Severity
* Pre-Suspension Report

* Suspension/Pre-Cancellation Report

* Cancellation Report
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If you need to view information on...

Delinquent Accounts (Summary)

...Then use these reports

Delinquency Reports:
* Delinquency Report — Hierarchy Summary

* Delinquency Report — Hierarchy Severity Summary

* Pre-Suspension Summary Report
* Suspension/Pre-Cancellation Summary Report
* Cancellation Summary Report

* Aging Analysis (Summary Information HL1-HL3)

Fleet Accounts

* Fleet:
* Fleet:
* Fleet:
* Fleet:
* Fleet:
* Fleet:
* Fleet:

MasterCard Account Activity
MasterCard Fuel/Non-Fuel Summary
MasterCard Tax Summary

Statistical Summary

Visa Account Activity

Visa Fuel/Non-Fuel Summary

Visa Tax Summary

Fleet Tax Information

* Fleet
* Fleet

: MasterCard Tax Summary
: Visa Tax Summary

Purchase Accounts

* Account Activity Purchase

* Daily Invoice

* Statistical Summary Purchase

» Summary Convenience Checks

* Summary Purchase

» Summary Quarterly Merchant

» Summary Quarterly Vendor Analysis
* Transaction Activity

Reports Available as Raw Data
Files

* Account Listing

* Delinquency Report — HL Raw Data
(Hierarchy Level)

* Delinquency Report — HL/Severity

* Transaction Activity
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If you need to view information on... ...Then use these reports

L * Fleet: Statistical Summary
Statistical Summary * Statistical Summary Travel
* Statistical Summary Purchase

» Aging Analysis (Summary Information HL1-HL3)
Suspended Accounts * Suspension/Pre-Cancellation Report
* Suspension/Pre-Cancellation Summary Report

Travel Reports:

* Account Activity Travel

* Airline Credit/Refund

* Daily Invoice

* Transaction Activity

Purchase Reports:

* Account Activity Purchase

* Daily Invoice

Transaction Detail * Transaction Activity

Fleet Reports:

* Fleet: MasterCard Account Activity

* Fleet: Visa Account Activity
Exception Reports:

* Authorizations/Declines

* Exceptions: Account Number

* Exceptions: ATM / Cash Activity

» Exceptions: Hierarchy Level

» Exceptions: Returned Check Charges
» Exceptions: Transactions Over $2,500

Travel Reports:

* Statistical Summary Travel

* Summary ATM/Traveler’s Checks

* Summary Purchase

* Summary Quarterly Merchant

* Summary Quarterly Vendor Analysis
Purchase Reports:

* Statistical Summary Purchase
Transaction Summary » Summary Convenience Checks

* Summary Purchase

* Summary Quarterly Merchant

* Summary Quarterly Vendor Analysis
Fleet Reports:

* Fleet: MasterCard Fuel/Non-Fuel Summary
* Fleet: MasterCard Tax Summary

* Fleet: Statistical Summary

* Fleet: Visa Fuel/Non-Fuel Summary
* Fleet: Visa Tax Summary
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If you need to view information on... ...Then use these reports

* Account Activity Travel

* Airline Credit/Refund

* Daily Invoice

Travel Accounts » Statistical Summary Travel

* Summary ATM/Traveler’s Checks

* Summary Purchase

* Summary Quarterly Merchant

* Summary Quarterly Vendor Analysis
* Transaction Activity

EAGLS User’s Guide 01/08/01 — Page 323



Generating Reports — Chapter 8

Scheduling Online Reports

Description

Reports may be scheduled on demand or for a specific time.This flexibility
gives the A/OPC the option of requesting a report anytime s/he wants a
report. This eliminates the need for the A/OPC to wait for a report from
Bank of America.

What you will
need before
you begin

* Access to report data
* Knowledge of desired report parameters (hierarchy levels, dates, sorting
criteria, etc.)

In this lesson
you will learn

How to:

* Schedule a report by selecting a report type, completing the required
fields, selecting the appropriate scheduling and sorting options, and
changing the default viewer, if necessary.

* Reschedule a report based on an existing report

Situations where
you may use
this function

* When you need to create a new report
* When you need to reschedule an existing report
* When you need to modify an existing report format and reschedule it

The screen you
will use in
this lesson

* Reports Menu
* Reports Schedule
* Reports Rescheduling

Available
hyperlinks

Not applicable

@3‘ What You Need to Know:

* Scheduling reports allows you to automatically run reports with predefined parameters at
regular intervals. You can also schedule a report to run as a one-time event.

Note: If you select a schedule time that is prior to the current time, the report will be
scheuled for immediate generation.

* You can only schedule reports for hierarchies within your span of control. Hierarchy
numbers within your span of control are prefilled on the Report Scheduling window for
the majority of users. However, you can easily change the pre-filled numbers by simply
typing over them.
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What You Need to Know:

* You cannot schedule a report if you enter incorrect parameters on the Report Scheduling
window. For any incorrect parameters entered, you will be prompted with an error
message and the incorrectly completed field(s) will be highlighted with a red asterisk.
Depending on the report, the system checks the following parameters to make sure the
values entered are valid and entered in the correct format:

* Hierarchy sets, if you manually entered hierarchy numbers
* Date values

* MCC codes

* Account numbers

* You can schedule reports to run as follows:

EAGLS runs the report...

Now Immediately; may take several minutes for report to be available
for download.

At At the time and date you specify.

Eisaﬁ:gf ified time and Note: If you schedule a time that is prior to the current time, the
report will be scheduled for immediate generation.

Note: The best time to schedule recurring reports is between 9:00 am-1:00 pm
Greenwich Mean time (3:00 am-7:00 am Central time). The Reporting Tool shows and
schedules reports in Greenwich Mean time no matter where you are located.

In addition, you must select one of the following options in the Recur field:

Recur Option EAGLS runs the report...

At the scheduled time and date, and does not re-run the report on
Once Only any future dates. (This is the default)

Every Day At a specific time every day.

At the scheduled time and date, and re-runs the report at the same

Every Week time every week.

At the scheduled time and date, and re-runs the report at the same

Every Month time every month.

At the scheduled time on the last day of every month. This option
Last Day of E Y y p
Maosrii:th ay ot Every is useful when the last day of the month varies, and can be any-
where from the 28th to the 31st.

* You can easily reschedule a report based on an existing report by clicking on the
Reschedule link for that report instance. Once the Reschedule window displays, you have
the option of changing any of the parameters in the fields you completed for the previous
report, including the selected viewer for that specific report instance.
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Key Terms

As of Date

Batch Processing

Cycle Dates

DEF Update

Delinquency

Real-Time Processing

Report Parameters

Scheduling Prompts

Sorting Options

The date through which EAGLS information is current.

Changes to your program or accounts that are made on a daily
(Monday through Friday) basis through nightly processing.

The date when your statement is generated.

The Data Exchange File which transfers information from the
mainframe to the EAGLS platform.

Failure to meet the payment due date as measured in 30-day
increments. For example, an account that has received no payment
for 15 days after the due date will be listed as 1 — 30 days
delinquent. With each 30-day increment the level of severity is
increased.

Changes to your program or accounts that are made immediately on
EAGLS upon submission of maintenance, or an update via an MQ
(Message Queuing) to the mainframe.

The limitations or scope of information you determine for a specific
report.

Data such as hierarchy level and run time that the reporting tool
requires for report parameters.

Options that will determine the order of the information in your
report (alphabetical, ascending date, descending date).

(For descriptions of the various scheduling prompts and sorting options available for EAGLS
reports, see the Scheduling Prompts and Sorting Options sections in this lesson.)
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Follow these steps to Schedule a Report:
Step 1

ACTION
Reports
Click on the [+ [beside the appropriate report b -
category on the Reports menu. * :"E'*':':Gunt Actvity (Travel)
RESULT Eifccount Listing
The drop down list of report types within that H——I— Eaw Data
category displays. E""HEI’EH'Eh‘E,F Level
¥ Delinquency
Step 2 H-Exceptions
ACTION

Accennt Listing Report - IRerarchy Level

Click on the appropriate report type.

o Tretane.res Tound

RESU LT qu.lm:l'l'sl;ll3wp|niiu1u|;ulvuq|_:.ulxmd|nublmu wR ST AN

The Report Refresh/Schedule window for that
report displays. If there are no previous
instances of that report type, a “No instances
found” message will display.

Note: If there are previous instances of the report type you selected, the window will display the
following information for each report instance:

Field Description

Indicates whether the report was run successfully, is still

Status processing, or is scheduled to recur at a future date

Start Time Indicates the date and time at which the report started running

End Time Indicates the date and time at which the report finished running

Size Indicates the report file size

Details A summary of the scheduling prompts or parameters that were
used to schedule the report, provides the ability to view the report
in a different format, allows the user to reschedule a report and
provides an option to delete the report instance.

In addition, you can delete report instances and view report details from this window as follows:
* 1o delete a report instance from this window, click on the check box beside the report you want to
delete in the Delete column, then click. (See Deleting a Report in this lesson)

* To view report details from this window, click on the Details link for the appropriate report.

(See Viewing Report Details in the Viewing Online Reports lesson)
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Follow these steps to Schedule a Report:

Step 3

ACTION Accouml Listing Repord Fierarchy Level
Click on the Schedule link in the top right of AT — —
the summary window. lHL lﬂu Iﬂl? Ims
RESULT STATTIR [opn =]
ALLLLVILS [mo =]
The Report Scheduling window displays. Time:
raE EOREEG AmvoaamnrT T
Fraam [Once Only =
Note: The fields, check boxes, radio buttons, stkiis | [Fiasa
and drop down lists that you see on this window — —_—

will vary, depending on the report type you
selected. (See Report Scheduling Prompts and
Report Sorting Options sections in this lesson)

Step 4

ACTI 0 N Aceound Tisting Report. Hierechy Toevel
Type additional hierarchy numbers if necessary Fromwts - P
or type over pre-filled numbers. HLs s HL7 His

I [ [ [

Note: Remember, you can only schedule e e fd
reports for valid hierarchy within your span of e eme
control. You do not have to type leading 000%. o i LI T e

RESULT |
The hierarchy numbers in the fields are changed Gttt HeT
to what you typed over or whatever you added.

Step 5

ACTION Account Listing Report  Hierarchy Level

Select Yes or No in the All Levels field. Trompts: L1 Hr2 s ikl
| ETTTES | PTINTATE] [au4sUa |

RESULT IHLS IHLS l“” Ims

Yes or No displays in the field. T |
ALL LEVELE MO 'I
NGO

Note: Selecting Yes indicates you are request- Time: ﬁmwl_ S — ,_E
ing information on accounts from all hierar- — 01,.., N o FmAanam
chies below the highest level displayed. |
Selecting No indicates you are requesting
information from only the hierarchy levels dis- Contart Teoh Supgos 10 oaolys rpot ol poblta - 325-217-2077

played in the HL fields.
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Step 6

ACTION

Complete all other required fields and make the
appropriate selections for all required check
boxes, radio buttons, and drop down lists in the
Prompts section of the Report Scheduling win-
dow.

RESULT

The window should reflect the selections

you made. Sort criteria varies depending on the
report you are generating. (See Report Sorting
Options section in this lesson

Note: Some reports have a sorting field that
will allow you to sort available criteria.

Step 7

ACTION

Review the Report Run Time in the Time field.
If you want to schedule the report for another
time and date, click At and complete the time
and date fields. Now is the default selection to
run the report at the current time.

RESULT
Time and Date entered displays.
Note: Time must be entered in 24-hour format.

(Ex: 1:30 p.m. is 13:30). Date must be entered
in MM/DD/YYYY format.

Follow these steps to Schedule a Report:

Account Listing Report  Hierarchy Level

Trompts:

Time:

HT.1 HI.2 HIA HT4
| ETTTES | PTINTATE] [au4sUa |
HL: HLé HL7 HLS%
I I | |
STATTTS Dpen =]
ALL LEVELE MO 'l

NGO
& Wow

ra b BT EERM MMTDYTTY
[onemonty E

Eevuw, |0nre Onky

besst

x
Comtoct Tech Supgort to reaobve report related problems - 323-317-2077

Accomnt Listing Report - Iherarchy Level

Pramps:

Time

HL3 HI4

HLL HL2

[s0s0002 [zoo0o04 [304504 |
HL3 HL& HL7 HLE
[ [ | I
STATUS [Upen HI
ATLIEVELS [~z =

€ Mowe

T FF R pen monedgoosooarry

Toecwr | Dnrr Cinky

I Scheduls: I Flesell

Cantat Tach Sappot tn reanten mport related prmima - 253172007
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Follow these steps to Schedule a Report:

Step 8

ACTI 0 N Accouni Listing Reporl - Hierarchy Level
Click the Recur drop down box to view the Bty HEL L HL3 AL
. . . [ensnonz [z000004 [304504 [
available options if you want the report to run at . . e —
regularly scheduled intervals, then click on the | I I |
appropriate option. — T |
AL LEVELS YES vi
RESULT Tine: T Mow
. . . . car B F [1 s e mmmewmamnarre
The list of available options displays. Recur:[Onea iy E
e L
Every Wonth
Step 9 Cmn‘nggsngnE;ummnEpmﬂmadmmmc 538 31T 2077
ACTION

Click on one of the options:

* Once only (this is the default)
* Every day

* Every week

* Every month

* Last day of every month

Note: The Last day of every month option is
useful if you are scheduling a report to run
monthly and the last day varies depending on
the number of days in the month.

RESULT
The selected option displays highlighted.

Note: Before scheduling the report, you have
the option of changing any data on this window
by either:
. Clickingto clear all fields or return
them to their default values.
* Typing over or selecting the selections and
entries you made.
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Follow these steps to Schedule a Report:
Step 10

ACTION Account Listing Report - Iherarchy Level Defresh | Schechide
Click|Schedule|at the bottom of the screen. ok Bl il e S
r Scheduled 042072000 091354  2E2000 090354 HNA Detals.
RESULT Dol s I marked instances,
If all of the entries and selections you made are YT

valid, EAGLS schedules the report and the
Report Summary window displays, from which
you can view the report. (see Viewing a Report
lesson)

Note: If the scheduled time is past and you do
not see your report listed, click the Refresh link
at the top right of the window to update the listing.

If you entered an invalid hierarchy number, date,
MCC code, or account number, an error mes-
sage displays and the incorrectly completed
fields are highlighted with red asterisks. See
Error Messages table, next page.

Step 11

ACTION Aecommt Listng Hepart  Hierarchy Level Heftesh | Schedile

Correct all invalid field entries and click eretet S Sttt T,

Schedule aga]n r Gubeduled 222000 0%.1331  QU2BI000 US13H HIA Delals.
RESULT Mirlntn I marked instances.

Cantact Trch Suppart.tn resnbes eepart. elated pealilams - AA-31T-2077

EAGLS schedules the report and the report sum-
mary window displays.
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Error Messages

You may receive a number of different error messages when attempting to schedule a report.
The following table provides explanations of the different error messages.

Field Description

You may have mistakenly entered a hierarchy number

Hierarchy set does not exist that does not exist in the system.

You have entered a hierarchy number or combination
of hierarchy numbers that you do not have
permission to access data for in the system.

Hierarchy set does not match
user’s current role/hierarchy setting

The report start date you entered in the date field

Invalid Date From does not represent an actual date.

The report end date you entered in the date field

Invalid Date To occurs later than the end date you entered.

The MCC code you entered exceeds the four-digit
Invalid MCC code limit, or the starting number you entered in a range is
higher than the ending number.

The account number field does not contain the
Invalid account number required 16 digits, or the number you entered does
not represent a valid account.

The data and time information you entered is invalid

Invalid date/time information for a reason other than listed above.
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Follow these steps to Reschedule a Report:

Step 1

ACTI 0 N Account Listinz Report - Ilierarchy Level Defresh | Schedule
SeleCt the report type you Want tO reSChedule Delele”  Risios Hiarl Time End Time Hizr
from the Reports menu. r DARBARA000 197625 DARRIN0. 0916491 116k Debal

Delete | gl mslaces.
Note: A user would need to reschedule a report
when new transactions or new information has

Contont Terh Sy ot srgnat srinted perhlema - AT

posted to the report.
RESULT

The Report Refresh/Schedule window for that
report displays.

Step 2

ACTION Areomt Listing Heport Hierarehy Level Rearhedule
Click on the Details link for the report you want Scheduled Time:  04/28/2000 935100
Start Time: (1AL 108 16"
to reschedule. Tnd Time: DAIZBI2N00 03:16:31
File Siee: TG
RESULT
Frompts: L mw2: I3 o4
. Q050002
The Report Reschedule window for that report s I
displays, containing information about the
. . . STATUS: gy
report, including scheduled time, actual run ATT. TRVFTS: ves
times, file size, and previously selected prompts .
. . [l Anatyesr o] e
and sorting options.
Mrlpar l

Step 3

ACTION

Review the report information on the Report
Reschedule window to verify that this is the
report you want to reschedule.

RESULT

Information is verified. If correct, go to Step
4. If incorrect, repeat Steps 1-2 until you have
found the report you want to reschedule.

Contact Tech Support to resobre repod related problems - U A1V AN
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Step 4

ACTION

Click the Reschedule link in the top right of the
window.

RESULT

The Report Schedule window displays. The
prompts, sorting options, date, and time fields
are prefilled with the selections you made for
the previously scheduled report.

Step 5

ACTION

Make any necessary changes to the
report parameters.

RESULT

Changed report parameters display.

Step 6

ACTION

Click [Schedule].
RESULT

If all scheduling options are valid, EAGLS will
schedule the report. If you entered an invalid
hierarchy number, date, MCC code, or account
number, an error message displays and the
incorrectly completed fields are highlighted
with red asterisks. (See Scheduling a Report
and Error Messages in this lesson)

Follow these steps to Schedule a Report:

Account Lisling Heporl - Hierarchy Level

Prompts: 1111 112 13 L4
[rosn0nz | [ |
HLS HLé HL7 HL8
I I [ |
SLRIUS [Open =]
ALL LEVELE I"’ES 'I

Time: & Mew

ca [ s mmaecoaeToevry

Fecur | Once Cinky -
Schedule | Hesetl

Cumlset Tevk Suppual L zesubve zepunl zelaled problems - 3223172077

Aceomnt Tisting Report - Hierarchy Tevel Rrfirsh | Schedulr
Delete?  Stalus Slart Time Ed Time Size
r Sucerss  QAZE000 00:1625 04082000 001631 146k Detale

r Scheduled (MRZERZ000 03034 QAREL2000 OX3036  MIA Detab

Delete I madke:d instances.

Ciartaet Tach Siappart ta resabes rpat related pralibems - R85 7077
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Follow these steps to Schedule a Report:

Step 7
ACTION

Correct all invalid field entries and click

Schedule [again.
RESULT

EAGLS schedules the report and the report sum-
mary window displays.

Aecomt Listing Hepart  Hierarchy Level Hettesh | Schedile

Delele?  Stalus Slarl Time End Time See
r Schechled O4H283/2000 031334 Q4232000 091354 HIA Detais..

Ligliiles I marlred matanees

Cuaibael Toch Bupgucl b rupubes sl ovbabeed yactdnny 958 317 2077
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Report Scheduling Prompts:

The following list provides information on how to complete the fields and select from the drop
down lists, check boxes, and radio buttons you will see on the Report Scheduling windows for the
various EAGLS reports. These elements display in the Prompts section of the Report Scheduling
window. This will help you understand the options available to you when you are scheduling a
report and what you need to do in order to successfully schedule a report.

Account Number
Type the account holder’s charge card number in this field. Enter all sixteen (16) digits without
dashes or spaces. (Example: 4486000000000000).

Account Status (Open/Closed/Both)

Sorts accounts based on their current account status of Open or Closed. For a combined list of Open
and Closed accounts, select Both.

Agency Name

Type the Agency’s name in this field exactly the way it appears in EAGLS under the hierarchy level
desired. Hint: To see how the name is listed for the desired hierarchy level on EAGLS, go to
Agency Profile under Inquiry on the EAGLS main menu.

All Levels

Allows you to specify inclusive hierarchies. Selecting YES in the drop down box will include all
accounts of the hierarchies preceding the hierarchy displayed or requested. Selecting NO will
include only the accounts associated with the hierarchy level displayed or requested.

Billing Type
Select from the drop down box either Central for centrally billed accounts, or Individual for
individually billed accounts.

Central Account ID

Type the Central Account ID number in this field. The Central Account ID is a seven-digit number
that identifies the Central Account Number of an Agency. To look this number up in EAGLS, go to
Account Inquiry/Maintenance on the main menu and view an account holder’s account within
your span of control.

Date Range
The date range is required for the Date Range From and Date Range To ficlds. You must type
dates in MM/DD/YYYY format. (Example: 01/01/2000)

Delinquency

Select the appropriate cycle of delinquency from the drop down box: Cycle 2 (61-90 days past
due), Cycle 3 (91-120 days past due), Cycle 4 ( 121 -150 days past due), Cycle 5 (151 - 180 days
past due), Cycle 6 (181 - 210 days past due).

Hierarchy Level
Your hierarchy (or default hierarchy) will pre-fill. If you are responsible for more than one hierarchy
level, simply type over the hierarchy numbers you wish to change.
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Report Scheduling Prompts:

Merchant Category Code (MCC)

Type the appropriate merchant category code(s). These are four-digit codes that identify the type of
business a merchant conducts. Some merchants use specific codes, such as airlines, car rentals and
hotels. However, most retail merchants use general codes to identify themselves, such as gas
stations, restaurants and clothing retail. These are industry standard codes which are used by VISA
and MasterCard.

Open Date
The date you type in this field prompts the report to only provide information based on that date.
You must type dates in MM/DD/YYYY format (Example: 01/01/2000).

Posting Date
The date you type in this field prompts the report to only provide information based on that date.
You must type dates in MM/DD/YYYY format (Example: 01/01/2000).

Report Sorting Options:

The following list contains descriptions of the sorting options available for the various EAGLS
reports. Like the scheduling prompts, the sorting options appear on the Report Scheduling window.
These options will display in a Sorting list box on the Report Scheduling window. To view the
available options for each report, click the down arrow in the Sorting field.

Account Holder Name / Account Name
Sorts report data alphabetically by the account holder’s last name.

Account Number
Sorts report data numerically by the account holder’s charge card number.
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Report Sorting Options:

Billing Type
Sorts report data by Centrally Billed Accounts (CBA) and Individually Billed
Accounts (IBA).

Expiration Date
Sorts by date in sequence of current to earliest date of the account’s expiration date.

Merchant Category Codes
Sorts numerically by Merchant Category Codes (MCCs).

Merchant Name
Sorts alphabetically by merchant names.

Open Date

Sorts by date in sequence of current to earliest date of a new account.

Posting Date

Sorts by date in sequence of current to earliest date of the posted transactions.

Status — Disputes

Sorts disputes by Open and Resolved status. A status of Open means a dispute is being worked by
the Bank of America GCSU Chargeback Department. A status of Resolved means a Dispute has
been resolved by either a chargeback to an account holder’s account or a "Can’t Help". Resolved
does not necessarily mean the dispute is completely resolved, since the merchant may have a
response to the initial chargeback.
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Follow these steps to Delete a Report:

Step 1

ACTION Aceount |istimg Hepart - Hierarchy .evel Krfirsh | Schrdun
Click the check box in the Delete? column , .
. . . Delete?  Status Start Time End Time Size
beside the approprlate report instance from the P Sueerss DAGIONON DRTATY 4EHGION0 09181 148k Dewls

. r Scheduled 04282000 0R:20:36 04282000 0%3038  HIA Detals
Report Refresh/Schedule window.

Ualeta | sk ed mslrims

Note: You can select more than one report

Contart Teeh e anp Juted problems - 335-317-2177

instance to delete at one time.
RESULT
The selected reports are checked.
Step 2
ACTION Account Listing Report - Iherarchy Level Eefresh | Scheduls
Clle * Telete?  Statms Start Time Fnd Time Size
OR r Sucvess  (ME2ER2000 091120 ML2E2000 031130 1146k Delals ..
Access the Report Details window for T —
a specific report. Click [Delete].
RESULT

Once you delete the report, the Report
Refresh/Schedule window is instantly updated,
and the report you deleted is no longer listed.

Note: If you still see the report listed after you

deleted it, click the Refresh link at the top right
of the window to update the display.
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Follow these steps to View Report Details:

Step 1

Locate the report for which you wish to
view details on the Report Refresh/ r Sure
Schedule window.

The report is located.

Step 2

The Report Reschedule window for that
report displays with the details of that particular

report.

ACTION

RESULT

ACTION
Click the Details link for the desired report.

Accounl Listing Report - Hierardy Level

Delele?  Slalus
TSRO0 091135

Slarl Time

Delete I marked insteneng

Cumlenl Tech Suppul

End Tiune

Relivsh | Suhedule

Siue

OAZRIN0O0 091130 146k Details

- ALY

Accounl Listing Reporl - Hierarchy Level

Scheduled Time:
Start Time:
TInd Time:

RESULT Tl Siae

Prompts:

(A2BR000 081118
OARR000 091135
O42B2000 08:11:30
46T

HLL HLI:

L0002

HIE: HT&:

BTATIIS:
AITL LEVELS:

Uiprn
TLS

Comma Separated ‘Valuse 1'I \.ﬂnw]
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Viewing Online Reports

Description

Reports are downloaded and viewed on the A/OPCs desktop in real time.
There are several formats available that you can use to view a report.
(Word, Excel, Info Analyzer, etc..) By providing reports in real time and in
several formats, you have quick access to a wide range of applications to
view the report.

What you will
need before
you begin

* A scheduled report that has been successfully ran
* A report viewing application, such as Info Analyzer, Microsoft Excel, or
Access

In this lesson
you will learn

How to:

* View report details

* Download an EAGLS report

* View a report in the available formats

* Print and save a report in the selected format

Situations where
you may use
this function

* When you need to analyze report data online

* When you need to print a report

* When you need to send a report file to a colleague through email or other
electronic means

The screen you
will use in
this lesson

* Reports menu
* Report Refresh/Summary window

Available
hyperlinks

Not applicable
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@3‘ What You Need to Know:

* Depending on your data reporting needs, you can select any one of the following formats
in which to view a report:
< Info Analyzer
+« Microsoft Excel
« Microsoft Word
< HTML
« Text
+ Rich Text Format (RTF)
« Comma-Separated-Values (CSV)
(encloses alphanumeric field data in quotes and separates fields with commas)
+« Data Interchange (DIF)
(often used for the transfer of data between different spreadsheet programs)
< Lotus 1-2-3
+ Raw Data
(for selected reports only)

Note: Raw Data is an advanced feature intended for experienced users. (Refer to the Raw
Data lesson)

(For more information about report formats, see the Accessing the Reporting Tool
lesson.)

« It is not necessary to select a report viewer each time you run a report. You can set a
default viewer in the main Reports window. (Info Analyzer is the automatic default.) Once
you set the default in the main window, every report you run will be generated in that for-
mat, unless you change the format for a specific report instance.

* You have the option to change the viewer for specific report instances from the Report
Details window. This will only affect that specific report and will not change the default
for any of your other reports.

Key Terms
Download The process to receive online reports through the internet from the
reporting tool.
Report Viewer A software application that allows a user to view a report.
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Follow these steps to Download a Report:

Step 1

ACTION

Reports
Click thebeside the appropriate report : o
category on the Reports Menu. "_.E':'LE count .;":";.Ctl‘iﬂt':.f CIII'E_'JED
RESULT = Acecount Listing
The drop down list of report types within that » )
category displays. HL Eaw Data
- Hierarchy Level
H-Account Eenewal
Step 2
ACTION Accounl Listng Reporl - Hierarchy Level Eelesh | Suhedule
Click on the report type you wish to view. Duste? St Stat Tame ol Tans Sine
r Sueeess  (ARER000 0112 Q2822000 081130 146k Delals..

RESULT

Dulele ) marled motances.

The Report Refresh/Schedule window displays, -

listing each report instance along with start time, S R I A A BT
end time, and file size. For reports that were

successfully run, a Success link displays in the

Status column.

Step 3

ACTI o N Accomt Tisting Repart - Hierarchy Tevel
Click on the Success link in the Status column Frannasing fie (1) Frmmet
for the report you wish to view. Click here fn dommload fle.
Approximate Dovwnload Time
RESU LT Connection Speed Tmme
14Tk bps 2, 31 sevs
The Download window displays, containing e o
B el

information about the file size and estimated
download time, and the report is downloaded.

(octact Tech Suppout to resobre repod relsted problens - YRE-S1ALITT

Note: If the report does not automatically
download, click the Click here to download
file link. You can also open the file from its
current location, or save it to a disk.
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Follow these steps to View a Report:

Step 1

ACTION
Click the Details link to the right of the

appropriate report before clicking the Success

link.
RESULT
The Report Reschedule window displays.

Step 2
ACTION

Click the drop down box [v]beside to view

the available options, then click on the
appropriate option.

RESULT
The option is highlighted.

Step 3
ACTION

Click[View].
RESULT

The report is viewed on your desktop.

Note: If the report viewer is not Info Analyzer,
you must click the Click Here link in order to
download the report. Once you are viewing the
report, you can print, save or export the report
using the Print, Save and Export functions in
the viewing tool you selected.

Account Listing Repori - Hierarchy Level

Scheduled Time:  C4/28/2000 09.1 11§

Slarl Time: 4282000 09.11.25

End Time: DARBR000 09.11.30

File Size: 6K

Frampts: HLI: HL2:
SU0002
HI.5: HI.&:
STATUS:
ALL LEVELS:

HL3: HL4:
HI.T: HIS:
Open
TES

[Cornmie Separalad Voluss 5 [iek]

Dielul I

Account Listing Heport  Hierarchy Level

Seheduled Time: OZRZ000 0% 1116
Start Time: 282000 15:11:25
Tind Time: 047282000 05: 1130
File Size: 116k

Prompts: HLL:
050002
IMms: ILs:

STATUS:
ALLLEVELS:

Curnmiz Separabed Valuss 'I
Inin Annbyrre
Microzoft Wriord
Mivausull Excd
HTRA
| et

Gl Lok Rlivh Tuxl Furmal
bCnmma Si=pnmied Vs

Uata Interchange | annat

Lol 1.2 3

Leschedule

HL5 HL4:
IILT: IILS:
Clpen
TES

i

whilemns - SR S1L AN
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Raw Data Reports

Description The Reporting Tool delivers certain reports in a Raw Data format. This
feature allows you to download data into an ASCII CSV file on your
computer. The major benefit of Raw Data is to give the A/OPC the ability
to manipulate the data within the file that was downloaded to create a
specialized report to meet his/her specific needs.

What you will « Report data for one of the four EAGLS reports that is available in Raw
need before Data format
you begin * A reporting need that cannot be met by the available EAGLS report

viewing options
* Winzip or PKZIP installed on PC
* Microsoft Access or Microsoft Excel installed on PC

In this lesson How to:
you will learn * Understand the Raw Data report format

* Schedule a report to be downloaded in Raw Data format

Situations where * When you have reporting needs that cannot be met by the data
you may use manipulation capabilities of Info Analyzer or any of the other available
this function formats, you can generate EAGLS reports to meet these needs.
* When you are using a software application that is not an option in the
EAGLS report viewer menu.
* When the formatted version of a report creates a lengthy report which may
not be efficient for your needs.

The screen you * Reports menu

will use in * Reports Refresh/Schedule window
this lesson * Reports Schedule window
Available Not applicable

hyperlinks
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@3‘ What You Need to Know:

* This lesson is intended for users proficient in spreadsheet or database software (such as
Excel, Quattro Pro, Lotus 1-2-3, Access, and Paradox).

The following four EAGLS reports are available in Raw Data format:
< Account Listing by Hierarchy — Raw Data
< Delinquency by Hierarchy/Severity — Raw Data
< Delinquency by Hierarchy Level — Raw Data
< Transaction Activity Hierarchy Level — Raw Data

* You can select the Raw Data for a specific report from the Reports navigation tree

* Once you import a Raw Data file into your own application, you can add, modify, or
delete fields as necessary.

* Some of the ways you can manipulate data from Raw Data files in order to customize
your reports are:
< Delete unnecessary fields
% Create specific subtotals and totals
< Combine multiple Raw Data files into one report
< Sort and extract data using the capabilities of your spreadsheet or database tool

* You will receive raw data files in comma-separated-value format (CSV) that have a file
extension of .csv. A comma-delimited file is an ASCII text file that stores one record per
line, placing a comma between each field as a separator. Most spreadsheet and database
applications have the ability to import and export data in this format. Raw Data files will
be downloaded in a compressed (zipped) file to speed download time. Upon receiving the
data, you will have to de-compress (unzip) the file before you can import it into your
application. This requires a utility such as WinZip or PKZip.

» Raw Data reports do not contain all of the groupings, counts, and totals that the online
version of the reports contain. You will have to recreate these functions within the
spreadsheet or database application into which you import the Raw Data.

» Just like online reports, Raw Data files are available for on-demand creation or for
periodic scheduling.

* You will see reports run in Raw Data format listed on the report summary screen for the
appropriate report category.

Suggested Uses
One way to use raw data files is to import account holder name and address fields into a
word processing application, in order to merge this data into correspondence or other
documents.
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Key Terms

Raw Data The feature in the Reporting Tool that allows a user to download
data from certain reports into an ASCII CSV file on his/her PC.
The user can then manipulate the data within that file to create a
specialized report to meet his/her needs.
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Follow these steps to Schedule a Raw Data Report:

Step 1
ACTION

Click on the beside the appropriate report
category on the Reports menu:

* Account Listing

* Delinquency

* Transaction Activity.

RESULT

The drop down box of report types within that
category displays.

Step 2
ACTION

Click on the Raw Data option for the report.

Note: There are two Raw Data options for
the Delinquency report.

* Hierarchy Level Raw Data

* Hierarchy Level/Severity Raw Data

RESULT

The summary window for that report displays.

|+]D aily Inwolce

= Delinguency
dccount Number
+~HL Baw Diata

~Hierarchy Lewel
~Hierarchy Lewvel/S everity

~Hierarchy Sumdnary

~HierarcheyfSewerity Raar Tz

~Hierarchep/Sewverity Sumina:

# Exceptions =
Bl Fixed Pay

?u Fleet MlasterCard

Ff;r]"Fle et Visa

|+_' Lost/Stolen

# Maintenance Requests s
1] | v

Delinquency Report HL Raw Data

Eefresh | Schedule

Fluo Inxlemces Found,

Cumbsel Tech Fuppul ol Juled ol 20221 7-2077
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Follow these steps to Schedule a Raw Data Report:

Step 3
ACTION

Click on the Schedule hyperlink in the top right
of the summary window.

RESULT
The Schedule window displays.

Step 4
ACTION

Complete the report prompt fields and select the
appropriate sorting options, then click the

Schedule|button. (See Scheduling a Report

lesson).
RESULT

The report is generated in Raw Data format.

TDelnquency Report - HT. Raw Data

Trompts: HT.1 HI.2 HT3 HT4
I | I I
ImLs IL& IIL7T IIL8
[ | [ [
AT ITVLLS [T} vi

Time:

& Mow
ca 0 [ /1 spud EELOMMMTDAYYY
Fevur. | Mnee Oinky -

Schedule I Rcsctl

Cnntact Tech Sappot tn resabee repor related prohilems - W 3-A00

Dielmquency Report - IIL Raw Diata Defresh | Schedule

Delete?  Status Start Time End Time Size
r Schrdulrd  04FRA000 TI0535 04RRZ000 130837 WA Drteis

DelRIR | marked instances.
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Follow these steps to Download and View a Raw Data Report:

Step 1

ACTION

Click thebeside the appropriate report catego-
ry on the Report Menu:

* Account Listing

* Delinquency

* Transaction Activity

RESULT

The drop down list of report types within that
category displays.

Step 2

ACTION

Click on the Raw Data option for the report.

Note: There are two Raw Data options for the
Delinquency report.

* Hierarchy Level Raw Data

* Hierarchy Level/Severity Raw Data

RESULT

The Report Refresh/Schedule window dis-
plays, listing each report instance along with
start time, end time, and file size. For reports
that were successfully run, a Success hyperlink
displays in the Status column function.

|+]D aily Inwolce

= Delinguency
dccount Number
+~HL Baw Diata

~Hierarchy Lewel
~Hierarchy Lewvel/S everity

~Hierarchy Sumdnary

HierarcheyfSewvetity Raar Tz

~Hierarche/Severity Sumitta:

# Exceptions o

Bl Fixed Pay

?u Fleet MlasterCard

Ff;r]"Fle et Visa

|+_' Laost/Stolen

E haintenarice Regquests |;I
4

4] |

Trelingmency Repart - HT. Raw Data Rrfrrsh | Schednin
Delete? Status Start Time IEnd Time Size
r Success DHZBZ0O0 1Z1EI0 042802000 131118 Lk Detals

Clelete | marked instances.

Contact Tech Supypon to tacolvs seport relatsd probleme 353 317 2077
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Follow these steps to Download and View a Raw Data Report:

Step 3

ACTION File Download I

“fou have chozen to downioad a file from this locafion.

Click on the Success hyperlink in the Status
column for the report you wish to view.

RESULT

“oifpgtt BE trom 16/ U8

what would pou Be bo do with this file?
" Dipen this fle from ks cunent location

The Download window displays, containing
information about the file size and estimated
download time. A File Download window pops
up, asking you if you want to open the file or
save it to disk. Save this file to disk is the o |
default.

™ Akaps ask bedore opening this type of file

Cancel More Info

Note: If the report does not automatically
download, click the Click here to download file
link.

Step 4

ACTION (=]

Click[OK]in the File Download window. B J8
CHAPT1D

RESULT
The Save As window displays, prompting
you to name and save the file.
Note: Raw Data files are downloaded in Fepsme  [REEFIRG T
WinZip format. Save aslime | wirZp Fie 2 e |

Step 5
ACTION

Decompress (or unzip) the file using
a decompression utility such as WinZip
or PKZip.

RESULT

The file is decompressed into comma-separat-
ed-value (.csv) format, and you will

be prompted to save it to a directory of

your choosing.

Note: These steps are independant of the
Reporting Tool and can be completed at a
later time
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Follow these steps to Download and View a Raw Data Report:

Step 6

ACTION g;: :I;; :-hl:e:hm “l? ERAT EA 0 A e AR =
0 ..,..._.._ = -.e“f-,:,;:i:u LR, MATT .. METDPFE I alr:SAR
Import the Raw Data ﬁle into your SpreadSheet L@nﬂt\ml :-thmqu rJh:.N .r.-._u .|P |||:’“ |||.:H .s‘l |||.'." |||.:.w ||."L

or database application.

RESULT B

The data in the Raw Data file is imported into :;-:
your application, where you can sort and other- i

wise manipulate it to meet your needs.
Note: When importing raw data files into other

applications, some cleanup of data fields may be
necessary.
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Delinquency Reporting

Description The Delinquency Report lists all accounts that have past due balances from
30 to 180+ days. Accounts are grouped by 30, 60, 90, 120, 150, and 180+
days past due. The benefit of this report is to identify and manage total
delinquency. An account is in a state of delinquency any time the balance
has not been paid by the due date.

What you will * Reports populated with delinquency data

need before * An application through which to view report data
you begin

In this lesson How to:

you will learn * Determine Delinquency

* Identify and describe the reports in the Delinquency suite of reports
* Use the Delinquency suite of reports to better manage delinquency in your

program
i i » When you need to monitor delinquent payments due from accounts in

Situations where When y. dt tor delinquent payments due fi t

you may use your agency or organization

this function » When you need to identify delinquent account holders and evaluate

delinquency in your agency or organization
* When you need to view summary delinquency data for your hierarchy or

agency
The screen you Delinquency

will use in * Account Number
this lesson * Hierarchy Level

* Hierarchy Summary

* HL Raw Data

* Hierarchy Level/Severity

* Hierarchy/Severity Summary
* HL/D Raw Data

Suspension/Pre-Cancellation

* Hierarchy Level * DOI/SBA HL Detail
* Summary * DOI/SBA HL Summary

Cancellation

* Hierarchy Level * DOI/SBA HL Detail

* Summary * DOI/SBA HL Summary
Aging Analysis

* Hierarchy Level

Charge Off

* Hierarchy Level/Date

Available Not applicable
hyperlinks
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What You Need to Know:
The following sections contain important information about delinquency reporting.
Delinquency Reports
The following reports will assist you in managing delinquencies:

Report Name Isolates Specific Accounts  Provides Summary-Level

in Delinquent Status Info. about Program

Delinquency Yes
* Account Number

* Hierarchy Level

* Hierarchy Level/Severity

Delinquency Summary Yes
* Hierarchy Summary
* Hierarchy Severity Summary

Pre-Suspension Yes
Pre-Suspension Summary Yes
Suspension/Pre-Cancellation Yes

Suspension/ Pre-Cancellation

Summary Yes
Cancellation Yes
Cancellation Summary Yes
Aging Analysis Yes
Charge Off Report Yes

(For a description of each report, see the Available EAGLS Reports lesson.)

Delinquency by Cycle
Delinquency is measured by severity level, or how many cycles an account is past due. You
may only be interested in viewing accounts that are in a specific severity level, or past due
cycle.
The following EAGLS reports allow you to isolate accounts by severity level:

* Delinquency Report — HL Raw Data (available as a raw data file)

* Delinquency Report — Hierarchy Level/Severity

* Delinquency Report — Hierarchy Level/Severity Summary
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What You Need to Know:

These reports provide data only for accounts at the severity level you specify. When
scheduling these reports, you are required to select one of the following options:

* Cycle 2 = 61 — 90 days past due

* Cycle 3= 91 — 120 days past due

* Cycle 4 = 121 — 150 days past due

* Cycle 5 =151 — 180 days past due

* Cycle 6 = 181 - 210 days past due

Delinquency by Status

In addition, the following reports allow you to view accounts by specific delinquency status:

Status Report

Pre-Suspension:
IBAs 45 — 60 days past due
CBAs 45 - 90 days past due

Pre-Suspension Report

Suspension/ Pre-Cancellation: Suspension/Pre-Cancellation Report
IBAs 61 — 125 days past due
CBAs 91+ days past due or if in a suspended status

Suspension/ Pre-Cancellation (DOI/SBA) Suspension/ Pre-Cancellation

IBAs 61 - 96 days past due (DOI/SBA only)

CBAs 91 + days past due or if in a suspended statu$

Cancellation: IBAs 126 — 180+ days past due Cancellation Report

Cancellation (DOI/SBA): Cancellation Report (DOI/SBA only)

IBAs 96 — 180+ days past due

Charged Off: Accounts 210 or more Charge-Off Report
days past due

Delinquency Statuses
A delinquent account can be in one of the following four statuses of delinquency:
* Delinquent: An account is considered delinquent when it has balances over 45 days past

due from the billing date. However, accounts will display on the Delinquency Reports at
31 dayspast due from the billing date.

* Suspension: An IBA has balances over 60 days past due from the billing date or a CBA
has balances over 90 days past due from the billing date. The account is now suspended,
which means the account or individual is prohibited from making purchases.

* Cancellation: An IBA has balances over 126 days past due from the billing date. The
account is now cancelled and closed, and the accountholder may be reported to the credit
bureau. (For Dol and SBA, IBAs reach Cancellation status at 96 days past due from the
billing date.)

* Charge-off: An account has balances over 210 days past due from the billing date. The
account is now charged off and and may be referred to an attorney or collection agency.

Charged-off amounts are subtracted from purchases when calculating the agency refund.
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What You Need to Know:

Use the following table to determine which delinquency report contains the information you
are looking for:

For information on
accounts in this status...

View these Reports...

Active * Aging Analysis

Open *» Aging Analysis
* Aging Analysis

30 Days Past Due * Delinquency

* Delinquency Summary

* Pre-Suspension

45-60 Days Past Due * Pre-Suspension Summary

* Aging Analysis
60 Days Past Due * Delinquency
* Delinquency Summary

* Suspension/Pre-Cancellation

61-125 Days Past Due * Suspension/Pre-Cancellation Summary

* Aging Analysis

90 Days Past Due * Delinquency
* Delinquency Summary
* Aging Analysis

120 Days Past Due * Delinquency

* Delinquency Summary

 Cancellation

126-180 Days Past Due * Cancellation Summary

* Aging Analysis

150 Days Past Due * Delinquency
* Delinquency Summary

* Delinquency

180 Days Past Due * Delinquency Summary

* Delinquency
* Delinquency Summary
* Charge-Off Report

210 Days Past Due

* Cancellation

Cancelled * Cancellation Summary

Charged-Off * Charge-Off Report
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Key Questions
This section answers some of the questions you may have about delinquency and delinquency

reporting.
1. Q: What is a delinquent account?
A: Any account whose balance is not paid in full by the due date. This does not include

disputed charges.

2. Q¢ How does an account become delinquent?
A: The balance is not paid by the account holder or by the agency by the due date.
3. Q: What happens to an account that is delinquent?

A Individually Billed Accounts (IBA) are suspended after 60 days and cancelled after
126 days. DOI and SBA (IBA) accounts are suspended after 60 days and cancelled
after 96 days.

4. Q: What happens if a payment is made on a delinquent account?
A: Partial payments are applied against the oldest balances first. For suspended
accounts, the delinquent balance must be paid in full before the suspension is revoked.
5. Q¢ How can I monitor accounts that are delinquent?
A: By using the suite of Delinquency Reports.
6. Q: How does an account get suspended?

A If payment for the undisputed principal amount has not been received 61 calendar
days after the closing date on the statement of account in which the charge appeared,
the account is suspended, unless otherwise directed by the A/OPC. (If the A/OPC
elects not to suspend an account, the extenuating circumstances must be mission-
related.)

7. Q: What happens to an account that is suspended?
A: The card will not be authorized.
8. Q: What happens if a payment is made on a suspended account?
A: By paying the past due balance, the account will be automatically reinstated.
9. Q: How can I monitor accounts that are suspended?
A: By using the Suspension Report.
10. Q: How does an IBA get cancelled?
A: An IBA is cancelled when undisputed principal balances are not paid within 126
days. (This could occur sooner for some agencies with a risk mitigation policy.)
11. Q: What happens to an account that is cancelled?
A: The account is closed and the account holder may be reported to the credit bureau.
12. Qs What happens if full payment is made on a cancelled account?
A: The payment will be recorded but the account will remain cancelled.
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13.

14.

15.

16.

17.

18.

19.

20.

z R

z R

z R

z R

z R

z R

z R

z R

How can I monitor accounts that are cancelled?
By using the Cancellation Report.

How can I find out more information about an account that is in a delinquent status?
By using the account inquiry function in the online EAGLS system. The Account
Listing Report and the Delinquency Reports provide additional information. The
Account Activity Report details recent transactions.

How current is the information on the Delinquency suite of reports?

The delinquency amount that appears on the reports is as of the last billing cycle.
The last payment and account status information are more current, but will be two
business days old.

How does an IBA get charged oftf?
An IBA is charged off when undisputed principal balances are not paid within 210
days after billing.

What happens to an account that is charged-off?

Charged-off balances may be referred to an attorney or to a collections agency.
Charged-off amounts are subtracted from Purchase amounts when calculating the
agency refund.

What happens if a payment is made on a charged off account?
Collection or legal action may be ceased. Accounts will not purge off the Charge
Off report when a balance is paid in full.

How can I monitor accounts that are charged off?

By using the Charge Off Report. The Charge Off report captures historically
accounts with the charged-off status. Accounts will not purge off the Charge Off
report, regardless of current status or when a balance is paid in full.

How do charged-off accounts affect my agency?

Your agency’s refund will be affected by the amount of the charged off accounts. The
charged-off amount will be subtracted from the Purchase amount before the refund is
calculated.
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Using the Execptions Report and
the Authorizations/Declines Report

Description

Exception Reports are used to help the A/OPC identify potential irregularities
in card usage, trend analysis, and detailed review of specific MCC’s. The
user may use the reports to do the following:

* Review detail cash usage in combination with retail spending

* Select cash usage with or without travel-related spending

* [solate casino cash usage

* Identify mail and telephone order MCC’s (Merchant Category Code)

What you will
need before
you begin

* Exceptions and Authorizations/Declines reports, populated with data
* An application through which to view report data

In this lesson
you will learn

How to:

* Identify and describe the information you will find on the Exceptions and
Authorizations/Declines reports

* Use the Exceptions and the Authorizations/Declines reports to detect
possible card usage irregularities in your agency or organization

Situations where
you may use
this function

* When you suspect there are account holders in your agency or
organization who are using their cards inappropriately
* When you want to identify patterns and trends in card usage

The screen you
will use in
this lesson

* Exceptions: Account Number

* Exceptions: ATM/Cash Activity

» Exceptions: Hierarchy Level

» Exceptions: Returned Check Charges
* Exceptions: Transactions over $2,500
* Authorizations/Declines

Available
hyperlinks

Not applicable
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@3‘ What You Need to Know:

* You can use the Exception and Authorizations/Declines reports together as tools to detect
and research possible card usage irregularities. Card usage irregularities can sometimes
be detected by analyzing uncommon card use patterns that can be found by reviewing
these reports. Some examples of these patterns are:

Attempted cash transactions
Declined authorizations at specific types of merchants
Cards with a high authorization decline rate

» The Exception reports provide data on specific types of posted transactions.

* The Declined Authorizations report provides real-time data for authorizations that are
being declined and at which merchants for specific account holder accounts. This
information is pulled from the TSYS authorization request systems.

* When scheduling the Exceptions: MCC and the Authorizations/Declines report, you can
select either a specific MCC code or a range of codes. Some MCC codes that you may
want to monitor are:

Mail, telephone, or internet order companies
Other "card unauthorized" merchant categories
Cash with retail spending

Cash with and without travel

Casino cash

Exceptions Reports
The following reports make up the Exceptions suite of reports:
Exceptions: Account Number
Exceptions: ATM/Cash Activity
Exceptions: Hierarchy Level
Exceptions: Returned Check Charges
Exceptions: Transactions over $2,500

(For a description of each report, see the Available EAGLS Reports lesson.)

The Exceptions: Hierarchy Level Report

Use the Exceptions: Hierarchy Level report to review posted transactions completed at a
specified merchant(s) or merchant category(ies). You can also use this report to review
specific types of related cash card usage.

The following MCC codes are included in this report:

Description MCC Code or Ranges

Retail Sales 1512'?6(? g%nlg;is Restaurants
Direct and Catalogue Merchants 5963

Telemarketing Merchants 5966-5968

Direct Marketing 5969

Tourist Attractions and Exhibits 7991
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What You Need to Know:

The Exceptions: ATM/Cash Activity Transactions
The following MCC codes are included in this report:

Description MCC Code or Ranges

Wire Transfers 4829
Financial Institutions (ATMs) 6010
Financial Institutions (Teller Cash) 6010 and 6011
Betting 7995

The Authorizations/Declines Report

Use the Authorizations/Declines report to review accounts with declined charges, identify
trends, and determine potential cause for action. This can help you detect and research
possible card irregularities. If a card has a high authorization decline rate, this may be a
sign of uncommon use.

In addition, you can use the Authorizations/Declines report to see how the merchant
category codes (MCC) set is working for your program. It can be used to review the
merchants at which authorization requests are being both authorized and denied. The
reports can be used to review cards with a high decline rate.

Key Terms

Merchant Category Codes A contractor-assigned categorization of the type of business the
merchant is engaged in and the kinds of goods and services
provided. These codes are used as an authorized transaction
type code on a card/account to identify those types of
businesses who provide goods and/or services that
are authorized.
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Using Info Analyzer

Description

Info Analyzer is a viewing software package that assists in downloading large
reports and manipulating data to customize reports.

What you will
need before
you begin

* Info Analyzer software installed on your PC
* A report that is displayed or viewed in Info Analyzer

In this lesson
you will learn

How to:

* Select Info Analyzer as your online report viewer

* Print a report from Info Analyzer

* Search for data within a report using Info Analyzer’s Search Expert

* Customize a report to display only select data using Info Analyzer’s
Select Expert

* Export a report from Info Analyzer into another application

Situations where
you may use
this function

* To display selected data in a report

* To search for a specific field in a report
* To show/hide specific fields on a report
* To download a very large report

The screen you Not applicable
will use in
this lesson
Available Not applicable
hyperlinks
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What You Need to Know:

* Info Analyzer can be downloaded from the GCSU Technical Helpdesk Web site.
You can access the THD by clicking on Help from the EAGLS Main Menu. Click on the
Reporting Tool hyperlink and follow the online directions.

System Requirements:

* 486 or better processor (Pentium preferred)

* CD-ROM (if not downloading from THD website)
* Windows 95, 98, or NT

* MS Internet Explorer 4.0 or higher

* Netscape Navigator 4.0 or higher

* Netscape Communicator 4.0 or higher

* You can only download and use Info Analyzer if it has been accepted for use in your
agency by the program manager and Information Security team. If you are unsure that
your agency is utilizing Info Analyzer, contact your agency program manager or your
Bank of America account manager.

* If your agency’s firewalls do not permit downloading the Info Analyzer program from the
Internet, you can obtain a copy of the program on CD-ROM. Contact your Agency
Program Manager or Bank of America account manager.

The following rules apply to Show/Hide Reports.

* This function can only be used when using Info Analyzer as your viewer.

* When report fields are suppressed, the info Analyzer Drill Down option becomes unavail-
able.

Benefits
* Using Info Analyzer provides you with the following benefits:

«Faster Downloads
Compresses data significantly to enable report contents to be transmitted faster.
Eliminates problems caused by poor server connections, slow modem lines, and sys-
tem timeouts.

+Online Report Archiving
Provides you with the options to view downloaded reports right away or save them
to a local or network drive. There is no need to stay connected to EAGLS while
viewing downloaded reports.

«Better Report Presentation
Provides a range of formatting options that improve the readability of reports.

++Customized Reports
Includes Export, Search, and Select Expert functions that provide you with
enhanced capabilities to navigate through lengthy reports and manipulate report
data.
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Features
* Info Analyzer is a report viewing software package that was created to assist agencies in
downloading and viewing large reports.

* Info Analyzer is available at no cost to your agency. (However, it is only available for
installation and use in your agency with the acceptance of your agency’s program manager
and Information Security team.)

* Info Analyzer contains the following functions to help you move around easily in lengthy
reports while viewing them online:

+ GroupTree— A directory tree of a report that contains a listing for every hierarchy level
or group in the report, allowing you to view specific sections of the report without
scrolling through the report. The tree can be expanded and collapsed to view different
levels within the reporting structure. The Group Tree displays on the left side of the
report preview and can be turned on or off from the toolbar.
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' What You Need to Know:

< Drill Down — A report viewing option that allows you to select a specific hierarchy
level or group from a report’s Group Tree. This creates a new tab on the report
window that displays only the report data for the hierarchy or group you selected.
(The tab can be deleted when you are finished viewing the drill down data, without
changing the original report. Click on the[XJbutton on the tool bar to remove.) A
magnifying glass icon next to a listing on the Group Tree indicates that the drill
down function is available for that level of information.

% Zoom Control — A viewing option that allows you to magnify or shrink a report as it
appears in the report preview window. You can use this option to zoom in on a
specific section of a report, or to pan out for a bird’s eye view of the report.

% Search Expert — A search window that allows you to enter search criteria for a
specified report field, and then jump to the specific field containing the data that
matches the search criteria. This saves you time scrolling through reports online
looking for data.

The following screen display illustrates how to navigate through the number of pages on a
report when viewing the report in the Info Analyzer.

Navigational buttons for Info Analyzer

Page number indicator

Today 1031 x| 4] 4 Totls  py|m|

Backward buttons Forward buttons

This button wilkpage back one page | This button will page forward one
at a time. page ata time.

The button will take you back to the | The button will take you forward to
very first page of your report. the very last page of your report.

* In addition, Info Analyzer contains the following functions that make it easy to print and
customize your report data:

< Print - allows you to print reports to your local printer.

% Record Sort Order - allows you to change the order in which records appear in a
report.

Note: This is a separate sorting function from the sorting options you selected when
scheduling the original report, and can be used to enhance or change the display of data
on your report.

% Select Expert — allows you to select specific records or groups that you want to
display in the report. This allows you to filter data and produce customized reports.

< Export — allows you to save report data in a variety of file formats, including text,
html, rich text, data-interchange format, and comma-separated values. These files can
then be imported into other spreadsheet, database, and word processing applications
for further customization.

Note: This is a separate function from the report viewer selection you made in the
Reporting Tool, and can be used to change the initial format in which a report was run
without having to reschedule the report. For more information, see the "Reporting
Tool" chapter
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Follow these steps to Print a report from Info Analyzer:

Step 1

SO ACTION

Click on the Printer icon from the menu bar.

SO RESULT

The selected report prints.

Note: If your Printer icon appears to be shaded
out, Follow Steps 2-5.

Step 2

SO ACTION

Click on File from the menubar, then click on
Printer Setup.

SO RESULT

The Printer Setup window displays with the
No Printer check box selected.

Step 3

SO ACTION

Click in the No Printer check box from the
Printer Setup window.

SO RESULT

The check is removed.
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Follow these steps to Print a report from Info Analyzer:

Step 4
ACTION

Click on the radio button beside Landscape.

RESULT

The print layout is changed to landscape
orientation.

Step 5
ACTION
Click on[OH .
RESULT

The report refreshes and the Printer icon is high-
lighted. The report is now available to print. The
Print dialogue box displays.

frmsoe &
[~ Mo Printer
— Printes =
Name: |HP Laserlet 4000 Series PCL 6 =] | Propeties |

™ Default Propetties
Status:  Default printer; Ready
Type: HP Lazer)et 4000 Series PCLE
Wwhere:  \\Wwdcfs7a9\wedcls7a9201

Comment:
— Paper Oriertation
Size: ILeWet[B‘Ia’Zxﬂ in) j .  Postrait
.
Source: I Auto Select LI @ Landscaps
coes |

.‘.E_-; Info Analyzer

% Fie Edt View Repot Window Help

8la| B 2|=| glefulA e == 2]
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Follow these steps to Search for data using the Search Expert

Step 1
ACTION

Click on the Search icon (binoculars) from the
task bar once you are viewing a report in
Info Analyzer.

RESULT
The Search Expert box displays.

Step 2
ACTION
Click on New on the right side of the screen.
RESULT
The Choose Field box displays.

Step 3
ACTION

Scroll to the right until Agency Name is visible,
and then scroll down until the desired field is
visible (i.e., Last Name). Click on the desired
field.

RESULT
The desired field is highlighted.

=
KT Y] GuErme
Dl
Browse.. |
1~ Search Direction
£ Tomard ¢ Dackward !ihrmtrlmla»}l
Srarh | Canrd] Help |

Choose Field

fi

=

~8=2 REPORT_ACCOUNT_LISTING :B1

-== REPORT_ACCOUNT_LISTING -B3

-e2 REPORT_ACCOUNT_LISTIMG -B4

-== REPORT_ACCOUNT_LISTING..BS

-E2 REPORT_ACCOUNT_LISTIMG :BE

-e= REPORT_ACCOUNT_LISTIMG :B7

-e= REPORT_ACCOUNT_LISTING -B8

-e= REPORT_ACCOUNT_LISTIMG BILLING "
== REPORT_ACCOUNT_LISTING FIRST,

-2= REPORT_ACCOUNT_LISTING AGEMN EY_— Cancel

-e= REPORT_ACCOUNT_LISTING :B2 =

-
I o= DCDNDT ACTCOLIMT LICTIMG L ACT RlA
4 »

LBk

EIGWse..

Choose Field |
— Fields:

DK

REPORT_ACCOUMT_LISTING..B3
REPORT_ACCOUMT_LISTIMG..B4
REPORT_ACCOUNT_LISTING..BS
REPORT_ACCOUMT_LISTING..BG

REPORT_ACCOUMT_LISTING..BS
REPORT_ACCOUNT_LISTING.BILLING_TvPE
REFORT_ACCOUMT_LISTING FIRST_NAME
JIUMT_LISTING.LAST MAME
REFORT_ACCOUMT_LISTINGACCOUNT_STATUS
REPORT_ACCOUNT _LISTING.TO_CHAR[B.ACCOUI

REPORT_ACCOUMT_LISTING.CREDIT_LIMIT
DCONDT ACTrl LT IIICTII.II'_" ponec TWDC fl
4 L

Cancel

REPORT_ACCOUNT_LISTING..B7 — £

[k

Browse...
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Follow these steps to Search for data using the Search Expert:

Step 4

ACTION T |
Click@ . REPOAT ACCOUNT LISTING.LAST NAHE! |<News |
RESULT
The Search Expert box displays. _
i Show Eomuda>»>
Search Cancel | Help

Step 5

ACTION ———

Select the "is" option in the first drop HEFURT ALCUUNT LISTING LS T REHE | <Hews> | Her..
down box. Select the desired value in the s =l]satngwin ] jcan =l . Del
second drop down box. Available values |_[§d:' Lovse
include:

e g e

* Equal to : .

* One of _sieweh |  Lononl | Help

e Less than

 Greater than

* Between

* Starting with

» Like

e Formula

RESULT

The value selected displays and a third drop
down box displays.

EAGLS User’s Guide 01/08/01 — Page 369



Generating Reports — Chapter 8

Follow these steps to Search for data using the Search Expert:

Step 6

ACTION

Select the desired search criteria in the third box
based on the field you chose, or click in the text
field and type the desired search criteria based
on the field you chose.

— Search Direction

% Fowad Bal:kwald. wl
Note: For example, select the "Starting With"
value in the second drop down box. A third s | [ oeen | v |
window with a drop down list displays. Type
the last name or first letter of the last name
capitalized in the box.
RESULT
The screen will refresh and jump to the report
page containing the desired search value and
highlight the area of the criteria selected with
the box.
Step 7
ACTION JEEE— i -
Click[Search]. S, e S
RESULT Sl S

The desired report displays.

Note: 1o find the next occurance, click the

Search icon (binoculars) and click [Search).
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Follow these steps to Search for data using the Search Expert

Step 8
ACTION

Click (binoculars) on the task bar to
remove the Search Expert.

RESULT
The Search Expert box displays.

Step 9
ACTION

Click on the right hand side
of the box.

RESULT

The Search criteria disappears.

Step 10

ACTION
Clickto refresh the box.
RESULT

The Search Expert disappears and the search

criteria are removed.

Note: Repeat this procedure to restore the
Report to its original view.

! Search Expert
{REFORT ACCOONT LSTINGLAST NAME |(New> |

Iig j Isrtallingu\ih j I

Edd | AN
2 ailaiin |
1~ Search Urechon i
" Forwad (O Backward Shews Enimnds >>>|
Seach | Caned | Help
T
<Mew I EB Hew.. |
~ Saarch Dirsclion i
= Forward € Baclward Show bomula 3>
Seaich | Cancel Help

Igmmx«-mww

PR e e

oo | TEG TS Al a7

— e
— o — =
[l SN [rrE———— -
wm IS P rein R
e - S . .
= - e . i
e s Y e -
G W T -
= oz s o
s bt 2
s o o o -
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Follow these steps to Customize a report to display select data:

Step 1
ACTION
Click (hand with objects)

on the task bar.
RESULT
The Choose Field box displays.

Step 2
ACTION

Scroll down until the desired field is visible and
click on this field.

RESULT
The desired field is highlighted.

Step 3
ACTION

Click[OK].
RESULT

The Select Expert dialogue box displays.

x|

Choose Field |

K

R t -
. EPD T_ADEDUNT_LISTINE.AGENE.‘H__ Cancel
== REPORT_ACCOUNT_LISTING.B1

== REPORT_ACCOUNT_LISTING.:B2 -
= REPORT_ACCOUNT_LISTING..B3

== REPORT_ACCOUNT_LISTING..B4

.= REFORT_ACCOUNT_LISTING.:B5 Broviss.
== REPORT_ACCOUNT_LISTING. BB

= REPORT_ACCOUNT_LISTING.:B7

0= REPORT_ACCOUMT_LISTING..B8

== REFDORT_ACCOUNT_LISTING.BILLING_®
= HEF‘DHT_AE]:EIUNT_LISTINE.FIHST_EE'j

Help

[ kL

= DEmD'Ii ACTOLIRIT LICTIRC | ACT RlAj
¥

ol

Choose Field ]|
~Fields: o |
== REPORT_ACCOUNT_LISTING..B7 =
== REPORT_ACCOUNT_LISTING B3 Cancel

e REPORT_ACCOUNT_LISTING. BILLING_TYPE
== REPORT_ACCOUNT_LISTING FIRST_NAME

&= REPORT_ACCOUNT_LISTING.LAST_MAME

== REFORT_ACCOUNT_LISTING ACCOUNT_STA—
== REPORT_ACCOUNT_LISTING TO_CHAR(B AL
B REPORT ACCOUNT LISTING.CREDIT_LIMIT
.e= REPORT_ACCOUNT_LISTING.PROG_TYPE
&= REPORT_ACCOUNT_LISTING AGENCY_ADDR
.e= REPORT_ACCOUNT_LISTING AGENCY_ADDR

&= REPORT_ACCOUNT_LISTING AGENCY_ADDR
)I

el

Browse .

i

o DPEDNDT ACTOLIET LISTIMG AREHICY ADM
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Customize a report to display select data:

Step 4

ACTION CiSeachbper [
— e -

Select the “is” option in the first drop down box.

In the second drop down box select the desired : wi |
value. In the third drop down box select the
desired search criteria based on the field.

Click OK . _f;-ea;:ii:ﬁ;" Dackswand !ihrmtrlmla»}l
Srarh | Canrd] Heln
RESULT

The screen refreshes and displays your report
based on the sort criteria you selected.
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Follow these steps to Export a report from Info Analyzer:

Step 1

Sl et &

Click on the Export button (envelope with the Fomat |
downward red arrow) on the task bar. | Character-separaled vakues | —
RESULT Destination:
=R Help
Disk. file -
The Export dialog box appears. ok =

Step 2

ACTION e |

Click on the desired format in the Format drop Format T
down box. Click on the desired destination in | Ehiovonescpmef o loes |
the Destination drop down box. o ﬂl
Destination:
— He
RESULT |Disk fie = d
The desired destination displays.

Note: Disk File allows the report to be saved
on a disk and on the hard drive.

Step 3

ACTION
Select where you want to save the document in Sl | S Teme = =] &
the Choose Export File. [omele ElNewo 1k

Symc063.tmp

Note: For example, type C:\My Documents, TompFolierase
and then remove the default name and choose Wordd.0
the desired name for the report.
Click . Filename: | ECEEDED Save

RESULT Save 2= lype: | Excel 5.0 [=55) =l e |

The report is saved in the desired format
and location. To view the exported report,
locate the report where you selected it to be
saved. Open the report using the
appropriate steps.
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Follow these steps to Show /Hide a Report Field:

Step 1
P ACTION

Locate view on the Tool Bar once you are view-
ing the report. Click on View.

SO RESULT

A drop down menu displays.

Step 2

o ACTION B
Click on Show/Hide Sections.

Format Sections

Feport Header

Page Header
' RESULT[ " Groun Header #1: REPORT_A

Group Header #2: REPORT_A

. . Group Header #3: REPORT &
The Format Sections menu displays. Group Header t4: @M ame.-

Dietails
Details a
Details b
Details c
Details d

Group Footer #1: REPDORT_A

Group Footer #2: REPORT _Al

T
B

Step 3

SO ACTION

Highlight the desired field to Hide and/or
Suppress.

Click on the box adjacent to Hide(Drill-Down TLoTING OFFE B
OK) IT_LISTING.BILLING TYPE -

SO RESULT

Format Sections

A check mark appears in the box.

_LISTING AGEMNCY_MAME -
_LISTING.OFFICE_ID -

e
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Follow these steps to Show /Hide a Report Field:

Step 4
ACTION .
Click[OK]. -
RESULT -
The field you selected is hidden. :::m
Note: Repeat this procedure to restore the :‘::

ARG LA

£ & & & & £ & &

.......

Report to its original view.
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EAGLS Functions for
Account Holders

Overview This chapter is applicable to account holders only if their agency/organization
permits them access to EAGLS. The procedures in this chapter are written
from the account holder’s perspective.

This Chapter is a reference tool and includes important information about
the program as well as EAGLS system procedures. It is intended for you to
use as a reference when instructing and answering account holder questions
about card use and EAGLS functions.

Account holders may access the Maintenance, Account
Inquiry/Maintenance, and Transaction Data functions on the EAGLS
Main Menu in order to perform various functions.

In this chapter * Guidelines for GSA SmartPay Card Program.
you will learn * Proper Card use.
* How account holders view and activate their account.
* How account holders change account information and request credit
limit increase.

Lesson 1: GSA SmartPay Card Program General Information
Lesson 2: Activating your Account

Lesson 3: Requesting a Replacement Card

Lesson 4: Changing Account Holder Information

Lesson 5: Requesting a Credit Limit Change

Lesson 6: Changing Your Personal Identification Number (PIN)
Lesson 7: Viewing Statement Transaction Information

Lesson 8: Disputing a Transaction

Lesson 9: Viewing Tax Detail Information

Benefits and * The GSA Card Program offers account holders an easy and efficient
advantages management tools for organizing several aspects of their account.
* Account holders who have access to EAGLS have the convenience of
viewing and maintaining account information as well as requesting Credit
Limit increases, on line from their PC.

EAGLS User’s Guide 01/08/01 — Page 378



EAGLS Functions for Account Holders — Chapter 9

GSA SmartPay Card Program
General Information

Description

This lesson contains general information and guidelines about the GSA
SmartPay Card Program, including proper card use.

What you will
need before
you begin

Not Applicable

In this lesson
you will learn

* How to use the your Card.
* The responsibilities of the account holder.

Situations where
you may use
this function

* When you need to explain to the account holder how to use his/her Card.
* When you need to explain to the features of the GSA SmartPay Card
Program to account holders.

The screens Not Applicable
you will use in

this lesson

Available Not Applicable
hyperlinks

EAGLS User’s Guide 01/08/01 — Page 378



EAGLS Functions for Account Holders — Chapter 9

{* What You Need to Know:

The success of the GSA SmartPay Card Program depends on the A/OPC and the account holder’s
participation and understanding of the program guidelines for your agency/organization. Please be
sure to read and refer to this lesson when informing the account holder about general guidelines
and information regarding their account.

Important: Account holders should contact their A/OPC for questions and detailed
information on your agency/organization’s specific policies and procedures related to your
account(s) and its proper use.

Key Terms

Odometer The meter on your dashboard used to record the total mileage or
trip mileage.
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Guidelines for GSA SmartPay Card Program Use

The Card may be used for purchase, travel, and/or vehicle expenditures incurred while
conducting official government business. The card may not be used for personal expenditures.

Purchasing Transactions
Examples of typical purchasing transactions that may be made with the Card include:

B Calculators B Toner B Equipment

M Tools Bl Books B Computer Parts
B Cleaning Supplies B Office Supplies B Hardware

B Hardware B Software B Paper

Travel Transactions

The Card will generally be accepted at merchant locations worldwide for the following types of
services.

B Air Travel Hl Auto Rental
B Rail Travel B Food Service Establishments
B Lodging B Fuel

B Transportation Services B ATM Access

To authorize a transaction at the point of sale for
Travel and Purchase expenditures:

Step Action

l: Present your card to the attendant.

2: Attendant will request you to enter your ID or PIN number on a PIN pad.

3: Attendant will request your signature on the sales draft to authorize the transaction.

Verify amount and sign if correct.

4: Be sure to obtain and keep a copy of the sales receipt for your records.
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Using your card at the ATM

Insert or swipe your card at the ATM, enter your Personal Identification Number (PIN), and

follow the onscreen prompts. Be sure to press the "credit" key on the ATM screen - not the "checking'
or "fast cash" options.

Locating an ATM?
To identify ATM locations for cash access, use the ATM site locator found at the following Web
site address: www.bankofamerica.com/government.

Statement of Account

An itemized Statement of Account is sent within five business days of the close of each billing cycle.
Your Statement of Account can also be accessed via EAGLS. Statements are mailed directly to the
account holder’s address of record and include transaction information for the billing period and due
date for payment.

Reconciliation
Account holders and drivers should follow their agency/organization’s policies and regulations for
reconciliation. approval, and cost allocation.

Dispute & Billing Errors

For all merchant issues, the account holder should make every attempt to resolve the problem directly
with the merchant. If the issue cannot be reasonably resolved with the merchant or the problem is an
unresolved transaction or "billing error", the account holder should contact the Bank of America
Government Card Services Unit by phone at 1-800-472-1424 or call collect at 1-757-441-4124 if outside
the United States. A temporary credit will be posted to the account pending resolution of the dispute.

Lost/Stolen Card Reporting

A/OPCs or account holders must promptly report a lost or stolen card to Bank of

America. Our Government Card Services Unit is staffed 24 hours a day/seven days a week to
accept calls from account holders reporting lost or stolen cards. Subsequently, a replacement

card with a new account number will be sent to the account holder at the address on file or at the
address requested. Cards reported lost or stolen are immediately blocked from accepting additional
charges. If unauthorized charges have occurred, they will be disputed. The government will not be
liable for unauthorized charges.
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Activating an Account

Description

The Maintenance function allows the account holder to activate a new or
reissued account online and to confirm receipt of the card by selecting the
Account Activation option. When the account holder receives the card,
the account will have an inactive account status and cannot be used until it
1s activated.

Account holders who do not have a restricted card have three options to
activate their account. 1) Access EAGLS and follow the steps in this
lesson (account holders with EAGLS access only). 2) Call the toll-free
number shown on the activation label attached to the front of the new card
and follow the prompts for activation. 3) Contact GCSU for card
activation at 1.800.311.7810. Account holders with a restricted card
should call their A/OPC.

What you will
need before
you begin

e User ID and Password
* Account Number

In this lesson
you will learn

How to:

* Activate an account for immediate use.

* Confirm receipt of the card.

* Explain to the account holder how to use this function.

Situations where
you may use
this function

» Account holder has received his/her card and needs to activate the card
for use

The screens
you will use in
this lesson

* Account Activation Search
» Account Activation
» Account Activation Confirmation

Available
hyperlinks

Not applicable
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' What You Need to Know:

» The account will have an inactive account status and cannot be used until it is activated.

* [f the account has already been activated, an error message will display to explain that the
account is already active.

* Cards issued internationally do not need to be activated and may be used immediately.

Key Terms
Active Account An open account that has been activated and is available for use.
Inactive Account Open account that has not been activated and is not available for use.
Status An indicator on an account which shows if it is opened or closed. The

account status indicates if the account may be used for future
transactions. The Opened status may also show a level of delinquency
notation. The Closed status will also show a closure reason notation.

EAGLS User’s Guide 01/08/01 — Page 383



EAGLS Functions for Account Holders — Chapter 9

Follow these steps to activate an account:

Step 1
ACTION

Click on Maintenance from the EAGLS
Main Menu.

RESULT

The available functions within
Maintenance display

Step 2
ACTION

Click on Account Activation.

RESULT

The Account Activation Search
screen displays.

Step 3
ACTION

Type the account number that is on the new or
reissued card in the Account Number field.

RESULT

The account number displays.

Step 4
ACTION
Click[Submit].

RESULT

The Account Activation screen displays.
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Follow these steps to activate an account:

Step 5
ACTION

Verify that the information is correct

and click.
RESULT

The Account Activation Confirmation
screen displays.

Step 6
ACTION

cnck@ .
RESULT

The Account Activation Search
screen displays.
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Requesting Replacement Card

Description The Request Card option found under the Maintenance main menu
function, allows the account holder to request a replacement card.
A replacement card may be requested if the card is unusable due to
damage to the magnetic strip or card plastic. If the replacement of the card
is not urgent, account holders may use the Request Card option. The card
will be sent via the U.S. Postal Service and will take seven to ten
business days to deliver. If the replacement card is urgent, account holders
should contact GCSU to request a replacement card be delivered by
another delivery option.

Account holders without access to EAGLS should contact GCSU
Customer Service to request a replacement card.

Note: In the event the card is lost or stolen the account holder should call
GCSU immediately. GCSU Customer Service at 1.800.472.1424 will issue
a new card and new account number.

What you will » User ID and Password

need before » Account Number

you begin

In this lesson How to:

you will learn * Request a replacement card by using the Request Card function

* Explain to account holder how to use this function

Situations where » If the card is unusable due to damage to the magnetic strip or card plastic
you may use
this function

The screens * Request Card Search
you will use in * Request Card
this lesson * Request Card Verification

* Request Card Confirmation

Available Not Applicable
hyperlinks
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' What You Need to Know:

* You can request one card per account.

* If a card is lost or stolen, the account holder must contact the GCSU immediately. In these
situations, a new card and new account number will be issued. When a new card and new
account number are issued, the account history will transfer to the new card account.

Key Terms
Card Plastic
Magnetic Strip

USPS
(Card Delivery Option)

The physical charge card that you use to purchase goods and services.

The strip on the back of your charge card that contains magnetically
encoded information related to your account.

United States Postal Service. A delivery option for a replacement card
that takes seven-to-ten business days to deliver. This is the delivery
method used when an account holder requests a replacement card via
the Request Card function in EAGLS.
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Follow these steps to request a Replacement Card:

Step 1

ACTION
Click on Maintenance, from the EAGLS
Main Menu.

RESULT

The available functions within
Maintenance display.

Step 2
ACTION
Click on Request Card.

RESULT
The Request Card screen displays.

Step 3
ACTION

Scroll to the Alternative Address section and
click on the Send Card to Alternative Address
box if you want the card to be mailed to an
alternate address.

RESULT

The Send Card to Alternative Address box
displays a check mark.
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Follow these steps to request a Replacement Card:

Step 4
ACTION

Complete the fields in the Alternative
Address section.

RESULT
The edited fields display.

Step 5
ACTION

Click .
RESULT

The Request Card Verification screen displays.
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Follow these steps to request a Replacement Card:

Step 6

ACTION Request Card
. . .. Conflrmation
Verify that all information is correct and
click[OK]. =
RES U LT Tour Card Kequest has been submitted for processing.
Tou will receiwe the card by USPS within 7 [U business days.
The Request Card Confirmation
. Ok,
screen displays. .
Step 7
ACTION Request Card
Clle@ : Account Information
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Changing Account Holder Information

Description

Individual account holders may access their account by choosing the
Account Inquiry/Maintenance function on the main menu. Reviewing
the account in order to perform routine maintenance requests and keep the
account information current has never been easier for account holders.
Using EAGLS, the account holder may accurately update records and
place account maintenance requests in just minutes. Account holders
without access to EAGLS should simply contact their A/OPC for changes
to their account.

What you will
need before
you begin

e User ID and Password
* Account Number

In this lesson
you will learn

How to:
* Change/update account holder name, address, and telephone number.
* Explain to the account holder how to use this function.

Situations where
you may use
this function

* When adding a middle initial or two characters of the name are
misspelled.
* When changing other personal information such as address, telephone, etc.

The screens
you will use in
this lesson

* Account Inquiry/Maintenance
* Account Information Maintenance Verification
* Maintenance Account Information Confirmation

Available
hyperlinks

* Account Inquiry/Maintenance

* Authorization Controls

* Current Transactions

* Current Statement

* Previous Statement (is only seen if there are any on the account)

* Change Pin (this hyperlink is only seen if the account has ATM access)
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{3* What You Need to Know:

Legal Name Change: Individually Billed Accounts
* Fax or mail a copy of legal name change documents if a name change is due to
marriage, divorce or legal name change or if it requires changing:
+ more than two letters
« gender, (Ex.-Jon to Jan)
+« adding or deleting Jr., Sr., 111, etc.
+ actual name. (Ex.-Jon to Don)
* The account holder’s A/OPC or higher must authorize the change by sending an
Account Maintenance form to GCSU or via EAGLS.
* An account holder can still send legal documentation for the name change without
A/OPC approval.

Address Change
* A change of address impacts other EAGLS maintenance requests.
* You can only request a card on EAGLS 60 days after an address change request
has been submitted.
* If an address change has occurred within 60 days, an account holder must submit card
requests via fax to the A/OPC or to GCSU.
* When making address changes in EAGLS it is important to remember the following:
+ EAGLS allows you to use up to three lines of street address in addition to name,
city, state/province, country, and zip/postal code for all correspondence.
« Use of address lines 1, 2, and 3 are the same for domestic or foreign addresses.
+ The deliverable address is the actual address where mail should be delivered and
often contains one of the following:
- street name and number,
- post office box number,
- rural route number and box number
- highway contract route number and box number
- ship name and number
- unit number
- CMR - Consolidated mail room (APO)
- PSC - Postal Service Center (FPO)
The deliverable address line on the Account Inquiry/Maintenance screen should
be the last address line used prior to the City field, depending on the number of
address lines necessary.
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{3 What You Need to Know:

* When making address changes in EAGLS it is important to remember the
following (continued):

» Additional address lines on the Account Inquiry/Maintenance screen can be used for
attention or informational purposes. The type of information that can be noted in
additional address lines include:

- apartment number
- building name

- suite number

- room number

- department name
- company name

- division name

One Address Line
* When entering an address on EAGLS with only one street address line, that information
should by entered on the Address 1 field on the Account Inquiry/Maintenance
screen. See example 1.

Two Address Lines
* However, if the address includes a suite number, or one of the other informational
types of data, as in the second example, the deliverable address must be typed in the
Address 2 field. See example 2.

Three Address Lines
* If the address includes several types of informational data, as in the third example, the
deliverable address must be typed in the Address 3 field. See example 3.

Example:
1 2 3
Account Name PFC David Jones\ Account Name John Smith \ chount Name PFC David Jones\
Address 1 Unit 20511 Box 4290 Address 1 Suite 200 Address 1 Company A
Address 2 Address 2 123 Main Street Address 2 X-1 Division
Address 3 Address 3 Address 3 Unit 20511 Box 4290
Address 4 Address 4 Address 4
(display only) (display only) (display only)
City APO City Norfolk City APO
State/Province AA State/Province VA State/Province AA
Country Country us Country
Qp/Postal Code | 34049-2254 / Zip/Postal Code | 23510 Zip/Postal Code | 34049-2254 /
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f@} What You Need to Know:

Change Telephone Numbers

* This field allows the A/OPC to search by the account holder’s phone number.
All phone number fields are numeric fields only.

* All fields must be populated. Use the tab key to move to the next field
as you enter the phone number.

* You cannot type special characters such as, [ )(-/#*@], etc. in the telephone and
fax fields.

* You cannot enter both a US/Canadian phone number and International
phone number.

Example: If you have a number currently in the Business Phone Number for
US/Canada, and then you click in the International field box, the US/Canada number
will automatically be removed from view.

* By clicking on the "Reset" radio button within the Header Box, the previous phone
number will be restored to view.

Key Terms

Not applicable
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Follow these steps to change/update Account Holder Information:

Step 1
ACTION

Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance screen
displays.

Step 2
ACTION

Click on the Account Holder Information
"jump to" link or scroll down to the Account
Holder Information section.

RESULT

Account Holder Information section displays.

Step 3
ACTION

Update the appropriate information.

RESULT
Updated information displays.
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Follow these steps to change/update Account Holder Information:

Step 4

ACTION Account Infermation Maintenance Verification
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Requesting a Credit Limit Change

Description

Through the Account Inquiry/Maintenance function you may
conveniently request a credit limit increase within your agencies’
guidelines. Account holders without access to EAGLS should simply
contact their A/OPC for a credit limit increase.

What you will
need before
you begin

» User ID and Password
* Account Number

In this lesson
you will learn

How to:
* Request a credit limit change
* Explain to the account holder how to use this function.

Situations where
you may use
this function

* The credit limit does not meet account vehicle expenses.
* Account holder has been transferred to a position that requires
him/her to have a higher credit limit.

The screens
you will use in
this lesson

* Account Inquiry/Maintenance
* Account Information Maintenance Verification
» Maintenance Account Information Confirmation

Available
hyperlinks

* Authorization Controls

* Current Transactions

* Current Statement

* Previous Statement (is only seen if there are any on the account)

* Account Inquiry/Maintenance

* Change Pin (this hyperlink is only seen if the account has ATM access)
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{3* What You Need to Know:

* Do not use "$" sign, decimals, or commas when entering an amount.

» Account holder credit-limit requests will go to the account holder’s A/OPC for a decision
and approval.

Key Terms

Account Status An indicator on an account which shows if it is opened or closed. The
account status indicates if the account may be used for future
transactions. The Opened status may also show a level of delinquency
notation or other qualifiers (up to three). The Closed status will also
show a closure reason notation.

Billing Cycle A specific recurring time period between the time statements of
accounts and invoices are processed.

Credit Limit The overall dollar amount that may not be exceeded during a billing

cycle for authorizations and transactions on a charge card.
Maintainable Fields Within EAGLS, any field that contains a text box in which you may

enter new information. You may enter new information on an account
to make changes to that account.
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Follow these steps to request a Credit Limit Change:

Step 1
ACTION

Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance screen
displays.

Step 2
ACTION

Scroll down to the Account Information
section or click on the Account Information
jump-to link.

RESULT

Account Holder Information section displays.

Step 3
ACTION

Type the requested credit limit amount in the
Credit Limit field.

RESULT
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Follow these steps to request a Credit Limit Change:

Step 4
ACTION
Click Submit .
RESULT

Account Information Maintenance
Verification Screen displays.

Step 5
ACTION
Click .

RESULT

Maintain Account Information Confirmation
Screen displays.

Account Information Maintenance Verification

Organizational Information
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Changing your Personal
Identification Number (PIN)

Description

The Account Inquiry/Maintenance function allows individual account
holders to change their Personal Identification Number (PIN) for security
reasons or personal preference. Account holders without access to
EAGLS should contact GCSU Customer Service to change their PIN at
1.800.472.1424.

What you will
need before
you begin

 User ID and Password
» Account Number
e Current PIN

In this lesson
you will learn

How to:
* Change your ATM PIN
* Explain to the account holder how to use this function.

Situations where
you may use
this function

* Account holder wishes to change your PIN for security or
personal preference

The screens
you will use in
this lesson

* Account Inquiry/Maintenance
* Change ATM PIN Maintenance
* Change ATM PIN Verification
* Change ATM PIN Confirmation

Available
hyperlinks

* Change PIN
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{3* What You Need to Know:

* Account holders use their Personal Identification Number (PIN) to access their account at
an Automated Teller Machine (ATM).

* Only the account holders have access to the Change ATM PIN function.

* PIN changes are effective immediately. This new process will make PIN changes real-time
so that account holders do not have to wait to use their new PIN at an ATM. PIN changes
may also be requested via EAGLS or by calling the GCSU.

» A PIN must consist of four digits.

* Account holders need to know their current PIN in order to use this function in EAGLS. If

they do not know their current PIN, they should contact Bank of America GCSU
for assistance.

Key Terms

Not applicable
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Follow these steps to change your PIN:

Step 1
ACTION

Click on Account Inquiry/Maintenance from
the EAGLS Main Menu.

RESULT

The Account Inquiry/Maintenance screen
displays.

Step 2
ACTION

Scroll down to the Account Information
section or click the Account Information
jump-to.

RESULT

Account Holder Information section displays.

Step 3
ACTION

Locate the ATM Access field, click on the
Change PIN hyperlink

RESULT

The Change PIN Maintenance window displays.
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Follow these steps to change your PIN:

Step 4
ACTION

Type the existing PIN number in the
Current PIN field.

RESULT

Asterisks display as a security measure in the
Current PIN field.

Step 5
ACTION

Type the new PIN in the New PIN number filed.

Note: A PIN must consist of four digits.
RESULT

Asterisks display as a security measure in the
New PIN field.

Step 6
ACTION
Click on .
RESULT

The Change ATM PIN Verification screen
displays.

Change ATM PIN Maintenance
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Follow these steps to change your PIN:

Step 7
ACTION
Click in the New PIN Confirmation field and
type in the new PIN number.
RESULT

Asterisks display as a security measure in the
New PIN Confirmation field.

Step 8
ACTION

Click |OK].

RESULT
The Change ATM PIN Confirmation screen
displays.

Note: If the mainframe is unavailable at the time
of the PIN change request, a message displays
advising the PIN change will take effect at 6:00
am on the next business day.

Step 9
ACTION

Click |OK].

RESULT

You are returned to the Account
Inquiry/Maintenance screen
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Viewing Statement Transaction
Information

Description

You may obtain details about transactions for questions or recording pur-
poses.

What you will
need before
you begin

* An Account Number
* Transaction Information.

In this lesson
you will learn

* How to obtain detailed transaction information as it relates to your
account.

Situations where
you may use
this function

* You have a question about how much a merchant billed your account
and need to see your statement to see what you were actually charged.

The screens
you will use in
this lesson

* Account Inquiry/Maintenance
* Current Transactions or Statement Range Transaction
* Transaction Detail

Available
hyperlinks

* Previous Statement (only displays if previous statement are
on the account)

* Current Transactions

* Current Statement

{3* What You Need to Know:

* When accessing transaction information you will be taken out of the Account
Inquiry/Maintenance screen.
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Key Terms

Current Transactions Any transactions that you engaged in since the end
of your last billing cycle.

Current Statement A listing of all transactions, credits, and payments
you engaged in during the last billing cycle you just
completed.

Previous Statement Any statement of charges that occurred prior to

your current statement.
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Follow these steps to view Statement Transaction information:

Step 1

ACTION .‘|$|Im;.l.lm w
Click on Account Inquiry/Maintenance | |
from the EAGLS Main Menu. Account Inquiry/Maintenance
Aceount Holder Informatien
RESULT Arraueml Woarsm | ST [ ™
. . Addrres 1 Ji commrcri FLoaTH FL
The Account Inquiry/Maintenance screen FT— T
1 |uddrenss I
displays. e
[l amli)
ey oo
Slaleikruvine F
Commtey k=
TipPaatal Cada )
Fre| o] [eo s ac
it e e
Step 2
ACTION Statement Transactions
. . ::ZT £l Rkt Hange Iﬁ-om to
Scroll to Statement Transactions or click on Cu u MMTYTY MIGYIYY
the Statement Transactions "Jump to" link.
Back to top
RESULT Bold Fields Are Reguired
The Statement Transactions section displays.
Step 3
ACTION train2_gov-eagls bankofamerica.com - [JavaS cript Application]

® You are attempling to leave the Account Inguinytaintenance Results screen.

Any unsubmitted changes will be lost

Select OK to continue.

Select a search criteria. The following are your
options:

* Previous Statement
* Current Statement

* Current Transactions
* Range

RESULT

A pop-up window appears stating "You are
attempting to leave the Account
Inquiry/Maintenance screen."
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Follow these steps to view Statement Transaction information:

Step 4
ACTION
Click on OK .

RESULT

Depending on your search criteria, one of the
following screens will appear:

¢ Individual Statement Transactions
¢ Current Transactions
* Statement Range Transactions

Step 5
ACTION

Click on the Transaction amount hyperlink of
the charge you want more details on.

RESULT

The Transaction Details screen displays for
that charge.
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Disputing a Transaction

Description

The Transaction Data function allows account holders to start the

dispute process for any charges listed on the statement that they believe
are incorrect. Account holders without access to EAGLS should simply
contact GCSU Customer Service to dispute a charge at 1.800.472.1424.

What you will
need before
you begin

* An Account Number and the Transaction Information.

In this lesson
you will learn

How to:

* Dispute a questionable transaction that has posted to your account

* Verify your transaction data in order to submit your expense voucher
* Dispute a transaction

* Explain to the account holder how to use this function.

Situations where
you may use
this function

* You need to dispute a transaction that you do not recognize as a
valid charge.

The screens
you will use in
this lesson

* Individual Statement Search
* Current Transaction Detail

* Individual Statement

* Transaction Dispute

Available
hyperlinks

* Dispute Transaction
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{3* What You Need to Know:
* Account holders receive temporary credit for any transactions in dispute.
* The first attempt to resolve a dispute should be made directly with the merchant.
* To verify transaction data, each transaction should be reviewed.
* Verify the merchant information, amount of the transaction and date of the transaction.
If the issue cannot be reasonably resolved with the merchant, or the problem is an unre

solved transaction or "billing error", the account holder should initiate the dispute process.

* The account holder may be contacted by GCSU to provide additional information and
signed Account Holder Statement of Disputed Item form via fax.

* Another way to initiate a dispute is to obtain a copy of the dispute form by visiting the
GCSU Technical Help Desk Web site at www.gcsuthd.bankofamerica.com or contact

the A/OPC.
Note: Disputes must be initiated within 60 days of the statement date on which the
transaction posted.
Key Terms
Transaction Dispute A disagreement between the cardholder or account
holder and the merchant with respect to a
transaction.
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Follow these steps to Dispute a Transaction

Step 1
ACTION

Click on Transaction Data from the EAGLS
Main Menu

RESULT

The sub-menu options within Transaction
Data display.

Step 2
ACTION

Click on Individual Statement from the
available options.

RESULT

The Individual Statement Search screen
displays

Step 3
ACTION

Click on a Search For option.

RESULT

The selected Search For option is activated.

Transacton Data
Cost Allocation

Individual Statement

Individual Statement

Search
Bubmit! Cleal'l
Search For
@ Cwrent Transactions
¢ Cwrrent Statement
© Sraement fifilvias'a's]
Sort Transactians Dy Triansmclmn Fust Dl =

bl I Clhsar !

Individual Statement

Search
Bubmit! Cleal'l
Search For
@ Cwrent Transactions
¢ Cwrrent Statement
© Sraement fifilvias'a's]
Sort Transactians Dy Triansmclmn Fust Dl =

bl I Clhsar !
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Follow these steps to Dispute a Transaction

Step 4
ACTION
Click on Submit.
RESULT

The Current Transaction screen displays or
Individual Statement displays, depending on
your search criteria.

Note: If Current Transactions was the search
criteria used, go to Step 6.

Step 5
ACTION

After reviewing details of the Individual
Statement, click on View Statement

Individual Statement

General Account Information
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Individual Statement

Transaction link.

RESULT

The Individual Statement Transaction
screen displays.

Step 6
ACTION

Click on the Transaction amount hyperlink of

Transactions
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Ve et
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Individual Statement
Transaction Details

Ganaral Transacthon Information

[moent ot

the charge you want more details on.

RESULT

The Transaction Details screen displays for

that charge.
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Follow these steps to Dispute a Transaction

Step 7
ACTION

Click on the Dispute Transaction link at the
bottom of the page .

RESULT

The Dispute Transaction screen displays.

Step 8
ACTION

Type the amount of the dispute in the Dispute
Amount field.

RESULT

The edited disputed amount displays in the
Dispute Amount field.

Note: Do not use dollar sign, comma or
decimal point.

ACTION
Click .

RESULT

The Dispute Transaction Confirmation
screen displays.

Dispute Transaction
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Follow these steps to Dispute a Transaction

Step 10
ACTION
Click |OK]|.

RESULT

The Dispute Transaction Confirmation
screen displays.

Step 11
ACTION
Click |OK].

RESULT

The Individual Statement Transaction Detail
screen displays.
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Viewing Tax Detail Information

Description

You may obtain details about tax information for rebate or recording
purposes from the Individual Statement Transaction Detail screen.

What you will
need before
you begin

* An Account Number
» Transaction Information.

In this lesson
you will learn

* How to obtain detailed tax information as it relates to your charge

Situations where
you may use
this function

* You have confirmed that a charge is correct but need to know what taxes
were applied to the charge so you can accurately calculate how much of
a refund you are due.

The screens
you will use in
this lesson

* Individual Statement Search
 Current Transaction Detail or Individual Statement Transaction Detail
 Tax Information

Available
hyperlinks

 Tax Information Detail button

{@3‘ What You Need to Know:

* You will only receive tax information concerning a charge if the merchant provides it
at the time the charge is processed.
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Key Terms

Tax Information Detailed breakdown of all taxes that were applied to the charge, i.e.,
county taxes, local state taxes
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Follow these steps to View Tax Detail Information

Step 1

ACTION
Click on Transaction Data from the EAGLS
Main Menu

RESULT

The sub-menu options within Transaction
Data display.

Step 2
ACTION

Click on Individual Statement from the
available options.

RESULT

The Individual Statement Search screen
displays

Step 3
ACTION

Click on the desired Search For criteria.
Current Transactions is the default.

Other Search For Options are:
* Current Statement
* Statement

RESULT

The selected Search For option is activated.

Transacton Data
Cost Allocation

Individual Statement

Individual Statement

Search
Bubmit! Cleal'l
Search For
@ Cwrent Transactions
¢ Cwrrent Statement
© Sraement fifilvias'a's]
Sort Transactians Dy Triansmclmn Fust Dl =

bl I Clhsar !

Individual Statement

Search
Bubmit! Cleal'l
Search For
@ Cwrent Transactions
¢ Cwrrent Statement
© Sraement fifilvias'a's]
Sort Transactians Dy Triansmclmn Fust Dl =

bl I Clhsar !
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Follow these steps to View Tax Detail Information

Step 4
ACTION
Click [Submit].
RESULT

The Current Transaction screen displays or
Individual Statement displays, depending on
your search criteria.

Note: If Current Transactions was the search
criteria used, go to step 6.

Step 5
ACTION

After reviewing details of the Individual
Statement, click on View Statement
Transaction link.

RESULT

The Individual Statement Transaction
screen displays.

Step 6
ACTION

Click on the Transaction amount hyperlink of
the charge you want more details on.

RESULT

The Transaction Details screen displays for
that charge.

EAGLS User’s Guide 01/08/01

Individual Statement
General Account Information
[Wisa Voyager Avel )
ArcunL Numilier 3 I3
|Aency Name 75 CISC FLEET
I jii] o 10U
Iy Hierarc] 07 Znnnnns
EE‘ : Purchissy Linl ann
Coresilin Tansit J500.00
[vailable Cradit [§500.00
ement Date TR
Statement sratus | e
Individual Silling Infermatien
Tast Due Amoun: 0. I Ealanee fu.u0
[Muraber of 1'syments 1'ast Lne ‘ayments #nnn
Migment e e PTLIE000  firmbits $0.00
Traveler's Checks Amanmt Bo.m [Frnrs $0.00
atal Dispute Ameunt L] 8 Clharmes T
‘ash Advanee Amount onvenlence Checks Amount  FU.UU
“urrent l'syment Lhae n.mn "urchases &n nn
Individual Statement
Transactions
Arcowst WLIBULL ALY
Traw s
" rm ey g M . o Py
o ernae 7 O e Ut e
LA
AN ARG ek I I KR w BTN
T
s At Cnn
I I $IT T Geekral 1501 KR W FOREI TR
i
szt vt nn
WA T T Ve SN WART w AT
reTTIEa
st et nn
Iz T S I et WASUKSIN AR it AT ST
FETHEA W
e et nn
WA s S0 R R i AT
EETHEID.: MD
s et nn
AT WIS EE T U AVKATICH I i AT VT
EETHEID.: MDY
s dceratng nn

Individual Statement
Transaction Details

Ganaral Transacthon Information

[moent ot

b ey e HE Halliesy Typm Cantral
Dlled Te ASREANIIALCT Merdlast 1057
Marrhan 111N Marzhaus 110
Endersement! r Mazual Reallocation o
Krstrictans Inag
Flast Transaction Inforation
Foml 11l Psiru L1p Barchn Tine R0
Fucl fale fawoumt (310104 Service Type Fud
Foil Typn Faul Iranbeerd el (000
Datver ID (I ‘Odemeter Reading [ HIIIIAD

Vibirin Nymilier 0000000 Peadart Typem il [0
Malntenance.

4 matmmer

et St ::r::::nlmlur

L [ET———

HEANTE Narne s

Tem Seymeone

i Message 11

Tas Culaiby Infurrralivn

— Page 419




EAGLS Functions for Account Holders — Chapter 9

Follow these steps to View Tax Detail Information

Step 7
ACTION

Click on the Tax Detail Information button.

RESULT

The Tax Detail Information window appears.

Step 8
ACTION

Review tax detail information. The following tax
information displays.

* Federal Excise
* State Tax
* State Sales Tax
* County Tax
* City Local Tax
* Gross Receipts
* Non Fuel Tax
RESULT

Tax information is reviewed

Step 9
ACTION
Click on the Close button.

RESULT

The Tax Detail Information window closes
and you are returned to the Individual
Transaction Detail screen.
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Chapter 10

Program Information

Using the Program Information Functions

Overview The Program Information function connects you directly to the GCSU
THD Web site. This Web site provides access to the GSA program forms
and the GSA newsletter.

Note: The GSA newsletter is currently available through the GCSU THD
Web site, www.gcsuthd.bankofamerica.com.

In this_ chapter * How to access and download GSA program forms online
you will learn Lesson 1: Accessing Program Forms

Benefits and * You have on-demand access of approved GSA Program
advantages Management forms.
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Accessing Program Forms

Description When an A/OPC needs to process a maintenance function that cannot be
performed online, s/he will access the required forms through the GCSU
Technical Helpdesk Web site.
Note: GSA program forms may also be accessed directly through the
GCSU THD Web site: www.gcsuthd.bankofamerica.com.

What you will * User ID

need before * Password

you begin

In this lesson
you will learn

* How to access GSA Program Forms online

Situations where
you may use
this function

* You need to process a maintenance function that cannot
be processed online

The screen you
will use in
this lesson

* GSA Access Forms

Available
hyperlinks

* GSA Program Forms
» Adobe Acrobat
* Microsoft Word
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{@} What You Need to Know:
* These forms are used for maintenance requests that cannot be performed by the A/OPC
online, such as: Set Up Central Account or Change A/OPC.

* In order to read some of the GSA forms, you will need the Adobe Acrobat Reader installed
on your computer.

* The A/OPC has the ability to download the forms in two formats: Adobe Acrobat portable
document format (.pdf) and Microsoft Word document format (.doc). It is recommended
to view the GSA forms in the .doc format. This format allows you to pre-fill the form and
save the form onto a disk or hard drive for future use.

* The following categories of forms are available:
U Program Agreement Forms
0 Agency Setup Forms
0 Account Setup Forms
0 Account Change Forms
0 Vehicle and Fleet Setup and Change Forms
0 Check Request Forms (Traveler’s Checks, Convenience Checks)

* The A/OPC has the option to view the form, an introduction to the form, and information
on how to complete the form.

* These forms cannot be submitted online. They must be printed, completed, and mailed to
GCSU for processing at Bank of America Government Card Services Unit, P.O. Box 1637,
Norfolk, Va. 23501-1637 or may be faxed to 1.757.624.6323.

Key Terms

Program Information Specific information about a program or program policies that assist

in program management.
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Follow these steps to access Program Forms:

Step 1

ACTION

Click on Program Information from the
EAGLS Main Menu.

EFAGLS
RESULT

Bankof America

<=

Version 2.0
Reloass 5.0

A list of available options displays.

Step 2

ACTION

BankofAmerica____
GSA Forms 7

Click on GSA Program Forms.

desk Homepage { Susem Updite ] [ Hou ][ Staman ]

GSA Approved Forms

RESULT

You are connected to the Technical Helpdesk
(THD) Web site, where the GSA Forms are
located. A listing of the available forms displays.

The following is 3 list of GSA forms available for download. The instructions for completing and sending in
these forms are located in each individual link.

To read some of these files you will need to install Adobe Acrobat Reader 4

J\YGet Acrabat
s Reader

We have provided Version 4 of the reader. Once this plugrin has been installed you will be able to view thes
and other Adobe pf files

Program Agreement Forms
(O Signature Card Mailer for Non-DoD IE:

Agency Setup Forms.
(3 Central Account Setup Form
2 A

() Hierarchy Stiucture Change Request
1 Point of Contact Information

Account Setup Forms

;‘:"E ’m'; 1 Account Activation/Deactivation y f
Step 3
ACTION
BankofAmerica __
EAGLS Access 7z

Click on the form you want to view or down-
load. For example: The EAGLS Access
Application Form.

JoCsu Ted

Helpdesk Homepage [ Sustem Update | [Hous] [ Sitemap |

EAGLS Access Application Form

Purpose

Use this form to obtain, modify, or delete access ta the Electronic Account Gaver

miment Ledger Systern
(EAGLS)

RES U LT g;ég;%ifﬁ:'\:i ‘S:uu\d complete this form to add access, or change or delete existing access to
iank é{CASrD EEEEE
A description of the form and directions for 6 ot

using the form will display. Read the directions ot | T o 77217
thoroughly.

Last ruised: Apil 03, 2000
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Follow these steps to access Program Forms:

Step 4

ACTION

Click on the hyperlink next to the Adobe
Acrobat (.pdf) icon to view the form.

OR
You may click on the hyperlink next to the
Microsoft Word (.doc) to download the form.

RESULT

The form displays in the format selected.

Step 5

ACTION

To print the form, use the[Pring button located
on the toolbar.

RESULT

The form is printed.

Step 6
ACTION

Click on the File drop down menu on the tool-
bar at the top of the screen and select Close, to
return to the EAGLS Main Menu after using
Microsoft Word or Adobe Acrobat to download
the form.

RESULT

You will be taken out of the THD Web site
and out of the Internet. You will need to sign on

again to return to EAGLS or to the THD Web
site.

T AEEERNERIREEFRERNERY
‘| | Bankof America.
7

EAGLS Access lication Form LD T
o

new [ oty ] Deleiefclas™ [] | "MNotes Moy ox Dekre Kl e G her 10—

W Microsoft Word - Document1

@Eile Edit Miew Insert Format Tools Table ‘Window Help
DFHSRY | i RS oo [a&]

Farmal oy — T | f u |§ =
Print (HP LaserJek 4000 Towe (Copy 31)

W Microsoft Word - Document 1

”DDMEWH

W (& Open..

[

gave .
ave A3,
a T
o
a
d
1

)

LPOCS doc

2AIUG_RevD428.doc

3 Contact.doc

4A/\EAGLS_5 Agenda .Internal.doc

Exit

- 0
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A

AAS - Agency Accounting System

Account Holder - A person who has been assigned a government charge card. For IBA
transactions, this person is responsible for the payment of the charges. The individual in
possession of a Government Card for a specific program.

Accounting Center - A unique set of accounting information for an agency. The information
includes accounting code segments, priority rules, valid values, and value descriptions. An
account may have only one accounting center associated with it. An Agency’s unique set of
accounting information.

Accounting Center ID - A number automatically assigned by EAGLS to each accounting center
created.

Accounting Code Segment - One part of the general ledger accounting code. Each accounting
code segment has a name, description, start position, and end position.

Account Number - A sixteen-digit charge card number. Government Visa accounts begin with
4486 and government MasterCard accounts begin with 5568.

Account Status - An indicator identifying an account as opened or closed. The account status
indicates if the account may be used for future transactions. The Opened status may also show a
level of delinquency notation. The Closed status will also show a closure reason notation.

Accounting Code - The 64-digit string of general ledger accounting code segments identifying
the cost center to which a transaction is being applied.

Active Account- An open account that has current transaction activity. An open account that
has been activated and is available for use.

Activate and Deactivate On - A future date in a MM/DD/YYYY format on which an account
will activate or deactivate. These dates must fall Monday through Friday.

Aggregate Credit Sum - The total outstanding debt of your agency.

Agency - An administrative unit of government; "the Department of Defense"; "the Department
of the Interior"; "the Census Bureau"; "Office of Management and Budget"; "Tennessee Valley
Authority"

Agency Invoice - A list of all transactions that have posted to all the accounts
within an Agency.

Agency-Level - A report contains information from all accounts within your span-of-control.

Agency Profile - A set of operating parameters for an agency within EAGLS that identify
specific policies and proceedures that should be followed. This determines whether accounts
within an agency will mandate credit checks, allow orders of convenience checks, and

other options.

Aging - The time period for measuring accounts past due. Accounts are "aged" in 30-day incre-
ments, and their status escalates as they progress through each delinquency cycle.

Aging Analysis Report - Provides summary information at HL1, HL2, and HL3 levels for
delinquent and charged-off accounts.

Amount Limit - A specific dollar amount that indicates how much may be spent in a given
period.



A/OPC - Agency/ Organization Program Coordinator. This person is responsible for the
management of the card program.

AO/RO - Approving Official/ Reviewing Official. These roles allow an EAGLS user to review
specific transaction data. These roles are restricted from maintaining accounts.

Approved - A status assigned to a queued request by the A/OPC when the change is approved.

Approved Modified - A status assigned to a queued request by the A/OPC indicating the
change has been approved including modifications. For instance, a credit limit increase to
$10,000 from $5,000 may be approved, but only for $8,000.

As of Date - The date through which EAGLS information is current.

Authorization Control - A transaction and dollar amount limit for an account or specific
MCCG control.

Authorization/Declines -A report that lists all transactions attempted against an account and
details reasons for decline and type of purchase (mail order, ATM, purchase, cash). Transactions
are selected by declines or approvals only to help track trends. Refers to transactions that have
either been accepted or rejected at the point-of-sale. A transaction must be authorized before it is
posted to an account statement. Declined transactions will not

be posted.

B

Batch Processing - Changes to your program or accounts that are made on a daily (Monday
through Friday) basis through nightly processing.

Brick - A prepackaged set of traveler's checks ordered in bulk.

Bulk Activation - A function within EAGLS that allows an A/OPC to perform the initial
activation of multiple accounts within his/ her span-of-control.

Bypass - An action option under an MCCG control that allows a group of merchant category
codes to bypass the authorization process.

C

Cancellation - An account is over 126 days past due from the payment due date, and a payment
has not been received. The account is now cancelled and closed, and the cardholder may be
reported to the credit bureau. (For DOI and SBA, accounts reach Cancellation status at 96 days
past due from the payment due date.)

Card Plastic - The physical charge card that you use to purchase goods and services.

Central Account - The parent account for an agency. This account serves only to provide an
umbrella for all charges to the individual accounts below it. The Central Account receives no
transactions. All IBAs below the central account receive their credit lines from it.

Central Account ID - Seven-digit number assigned to a specific account for use within
EAGLS.

Centrally Billed Account (CBA) - A charge card account that is billed to and paid by an
agency or organization.

Central Office - The financial office which reviews and pays Centrally Billed Accounts.
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Charge Card - A plastic card with a sixteen-digit number that allows an account holder to
purchase goods and services. The account holder must pay the balance in full on each
statement. All government cards are charge cards.

Charge-Off — An account is over 210 days past due from the payment due date, and a payment
has not been received. The account is now charged-off and may be referred to an attorney or a
collection agency. Charged-off accounts are subtracted from purchases when calculating the
agency refund.

Commercial - Commercial delivery of a replacement card. Cards are delivered within two-to-
three business days.

Convenience Check - A paper check that is accepted by a merchant as a cash payment. The
transaction is deducted from the charge card as a cash advance.

Cost Allocation - Accounting tool within EAGLS that allows a user to spread the cost of an
individual transaction or a group of transactions across several cost centers or general ledgers.

CPM - Component Program Manager

Credit Card - A plastic card with a sixteen-digit number that allows an account holder to pur-
chase goods and services on a revolving credit basis. The account holder must pay a minimum
balance on each statement.

Credit Limit - The overall dollar amount that may not be exceeded for authorizations and
transactions on a charge card.

Current Cycle - Refers to a time frame for transactions to post to an account. The current cycle
is a running list of all recent transactions that will post on the next invoice.

Current Invoice - Includes all transactions posted on the most recent invoice.
Current Transactions - Includes all transactions that have posted since the last billing cycle.

Current Year/Fiscal Year - The Current Year is the same as a calendar year. A fiscal year runs
from October to October.

Cycle: Amount Limit - The dollar amount that an account holder is allowed to spend during an
account cycle for a given MCCG control.

Cycle Dates - The date when your statement is generated.

Cycle: Transaction Limit - The number of transactions that an account holder is allowed to
make during an account cycle for a given MCCG control.

D

Daily: Amount Limit - The dollar amount that an account holder is allowed to spend on a daily
basis for a given MCCG control.

Daily: Transaction Limit - The number of transactions that an account holder is allowed to
make on a daily basis for a given MCCG control.

Date of Activation - During a two-step account transfer, the receiving A/OPC has the option to
enter a date on which the account will activate. This date must always be at least one day after
the Date of Deactivation entered by the sending A/OPC.

Date Range Search - A period of time used as search criteria for transaction information. The
dates are entered in MM/DD/YYYY format.



DBO - Designated Billing Officer. A person and location where CBA transactions are invoiced,
reviewed, and paid

DBO Information - Designated Billing Office information.

Debit Card - A plastic card with a sixteen-digit number that allows an account holder to
purchase goods and services. The funds for each transaction are electronically deducted from a
checking account. A transaction will not be authorized unless there are sufficient funds in the
checking account.

Decline — A transaction that was refused for authorization by the bank.

Default Accounting Code - The accounting code to which all transactions will be assigned if no
other priority rule has matched a transaction to an accounting code.

Default Account Number - Initiates the selected account the next time you log on to EAGLS.
Default Hierarchy - The default hierarchy accessed the next time you sign on to EAGLS.

Default Hierarchy Level - The highest level of hierarchical access assigned to an A/OPC. This
level pre-fills in any search screen.

Default Role - The role (such as A/OPC or AH) that EAGLS assigns to you each time you log
on to the system.

Default Viewer - The viewer you select through Reports Options to view all reports.

DEF Update - The Data Exchange File which transfers information from the bank’s mainframe
to the EAGLS platform.

Delinquency - Failure to meet the payment due date as measured in 30-day increments. For
example, an account that has received no payment for 15 days after the due date will be listed as
1 — 30 days delinquent. With each 30-day increment, the level of severity is increased.

Delinquency Cycle - A level of time, in 30 day increments, in which is an account is past due
for payment.

Delinquency Statuses - A status that is attached to an account as it obtains various levels of
delinquency. For example, most accounts will have a status of "Suspended" if they are 60 days
delinquent.

Declined - A status assigned to a queued request by the A/OPC when he/she denies the change.

Divert - An action option under an MCCG control that advises the merchant to call Bank of
America for authorization.

Diversion Account — non-transaction account to which selected transactions, based on MCCs,
are diverted from individual accounts for billing purposes.

Download - A transfer of information via the Internet.

Draw Down Card - A card that has a yearly or bi-annual credit limit. This card will be used to
manage a specific budget such as funds for uniforms.



E

EAGLS - The Electronic Account Government Ledger System. EAGLS is a secured Web-based
system that was introduced in November 1998 to assist Government Agencies and Organizations
in managing their charge card programs.

EC/EDI Information - Electronic Center/ Electronic Data Interface.

E-Mall List - Electronic merchants that agencies use for common purchases. The E-Mall
allows you to hyperlink from EAGLS to an electronic merchant.

Exception - Transactions that AOPCs may want to review to determine spending trends, the
MCC:s being used, cash usage, and transactions greater than $2500.

Exception Reporting — reporting used to determine spending trends or potentially faulty MCCs

Exclude - An action option under an MCCG control that excludes a specific group of merchant
category codes from authorization.

F

Fast Card - Overnight delivery of a replacement plastic. The card request must be processed
prior to 3 PM Eastern Time.

Favorites List - A list of up to 50 of your most frequently accessed accounting codes.

Fleet Card - A charge card that is used solely for the purpose of Government fleet fueling and
maintenance.

Foreign Action - Action for an account to take when a specific foreign merchant attempts to
receive authorization. For example, Authorize, Decline, Refer, etc.

Foreign Currency Restriction Set - A list of foreign currencies within EAGLS which may not
be accepted by its accounts.

Foreign Type - Foreign currency list. An agency may determine what currencies may be
accepted by their accounts.

Free Form Comments - Comments attached to a cost allocation within a centrally billed
account, which are not linked to each segment of the accounting code. The total length of the
comment may not exceed 100 characters.

H

Hierarchy - An organizational structure within your card program. The hierarchy structure
allows agencies and organizations to create an eight-tiered chain of command. Refer to the
hierarchy description in the Introduction of this guide for more information.

Hierarchy Depth - A quick search that allows you to search multiple levels of hierarchy below
the default hierarchy level. This feature of EAGLS allows you to search for accounts through-
out your span of control.

Hierarchy String - A specific path within your span-of-control that leads to one hierarchy node.
For instance: HL1 1010111, HL2 2020222, HL3 3030345.



I

Inactive Account - Open account that has no current transaction activity. Open account that has
not been activated and is not available for use.

Include - An action option under an MCCG control that allows a specific group of merchant
category codes to be included for authorization. This is the only option that should be used for
MCCQG controls.

Individually Billed Account (IBA) - A charge card account that is billed to and paid by an
individual.

Initial logon Password - A password allowing a registered user access to EAGLS. You will be
prompted to change the password immediately upon initial logon to EAGLS.

Integrated Card - A charge card designed to streamline all agency purchasing processes,
incorporating three business lines including travel, purchase, and fleet.

Intranet - A privately maintained computer network that can be accessed only by authorized
persons, especially members or employees of the organization that owns it.

Internet - A matrix of networks that connects computers around the world.

L

LAN - Local Area Network. A system that links together electronic office equipment, such as
computers and word processors, that forms a network within an office or a building.

M

Magnetic Strip - The strip on the back of your charge card that contains magnetically encoded
information related to your account.

Maintainable Fields - Within EAGLS, any field containing a text box allowing you to enter
new information. You may enter new information on an account to make changes to
that account.

Master Accounting Code - Also known as a MAC, this is the default accounting code to which
all transactions are allocated unless other allocation rules have been applied to a transaction.

MCCG - Merchant Category Code Group. A list of four digit merchant types that are accept-
ed for authorization by all accounts within an agency.

Merchant Category Codes (MCC) - A four digit numeric code that designates the type of
business a merchant conducts. For instance, all ATM cash advances are coded as 6011. A
contractor-assigned categorization of the type of business the merchant is engaged in and the
kinds of goods and services provided. These codes are used as an authorized transaction type
code on a card/account to identify those types of businesses who provide goods and/or services
that are authorized.

Merchant Credit - A credit from a merchant for a particular transaction.



Misuse - A use of the card that is other than official government business.

Monthly: Amount Limit - The dollar amount that an account holder is allowed to spend during
a calendar month for a given MCCG control.

Monthly: Transaction Limit - The number of transactions that an account holder is allowed to
make during a calendar month for a given MCCG control.

N

New - A status assigned to a queued request by the A/OPC when s/he does not want to make a
decision on the change. The request will appear in the queue as a new request.

Next Level - This button allows you to view all the available hierarchies nodes below a
hierarchy you are browsing. For example, if you are starting from an HL3, the Next Level
button will display all available HL4 nodes within your span of control.

O

One Stage Transfer - An account transfer in which the account is moved within the same
span-of-control and the Central Account ID has not changed.

Option Set ID - A five-digit number that defines the set of authorization controls assigned to an
account. This field is defined by Bank of America.

Other: Amount Limit - The dollar amount that an account holder is allowed to spend during a
specific period for a given MCCG control.

Other: Transaction Limit - The number of transactions that an account holder is allowed to
make during a specific period for a given MCCG control. The length of the authorization period
will be determined in the Total Number of Days field. For instance, you may restrict cash
advances so that the account holder may only withdrawal $200 every 10 days.

P

Password - A case-sensitive, five-to-eight characters, alphanumeric word which allows a
registered user access to EAGLS.

Payment Office - Office responsible for paying CBAs.

Pending - A status assigned to a queued request by the A/OPC when s/he intends to make a
decision on the change at a later time.

Point of Contact - An A/OPC, DBO, EC/EDI, or TDO that is assigned to a specific hierarchy
node. These persons are responsible for the management of the government charge card program.

Posted Transaction - Transactions that have been authorized, gone through batch
processing, and debited or credited to a specific account.

Program - The purpose (Travel, Purchase, Fleet, Integrated) for which the charge card is being
used. For instance, a Travel program will be specifically designed for travel purchases.

Previous Cycle - A past statement. EAGLS allows you to search for statements and transac-
tions for 13 previous months.
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Previous Level - This button allows you to view all the available hierarchies nodes above a
hierarchy you are browsing. For example, if you are starting from an HL4, the Previous Level
button will display all available HL3 nodes within your span of control.

Priority Rules - The rules determining the order in which default accounting codes will be
applied to transactions. You may choose to apply to the Central Account’s default accounting
code, the Account Holder’s default accounting code, and the MCC default accounting code
priority rules of 1, 2, and 3. Priority Rules are mutually exclusive. The same priority may not
be assigned to more than one rule.

Program Type - Purchase, Travel, Fleet or Integrated programs selected for use by the
Government.

Purchase Card - A charge card used to make government-related purchases that are directly billed
to and paid in full by the agency or organization.

Q

Queue - A group of electronic requests that have been compiled by EAGLS for an A/OPC to
review. The request is a change within EAGLS that the A/OPC must approve or decline.

Queued Request - An electronic request within EAGLS that has been sent to the A/OPC queue
for review.

R

Raw Data - The feature in the Reporting Tool that allows a user to download data from certain
reports into a file on his/her own PC. The user can then manipulate the data within that file to
create a specialized report to meet his/her needs.

Real-Time Processing - Changes to your program or accounts that are made immediately on
EAGLS upon submission of maintenance, or an update via an MQ (Message Queuing) to TSYS.

Receiving A/OPC - This term applies to Transferring Accounts from one span-of-control to
another, the receiving A/OPC is the person who will have future access and control over the
transferred account. This person receives the account through his/ her Transfer Account queue.

Refresh Date - The date from which the Total Number of Days will begin. For instance, you
may designate 06/01/2000 in the (MM/DD/YYY'Y) format as the starting date for a given
MCCG control. The transaction limit and amount limits will "refresh" every pre-set number of
days from this starting date.

Report Parameters - The limitations or scope of information you determine for a specific report.

Report Viewer - The software application through which you will view a report, such as Info
Analyzer, Word, or Excel.

Required - A portion of the accounting code which must be entered to create a valid accounting
code.

Role - Responsibility title such as A/OPC or Account Holder.



S

Sales Draft - The transaction receipt.

Scheduling Prompts - Data such as Hierarchy level and Run time that the Reporting tool
requires for report parameters.

Search By - A search option that allows you to restrict the search within your span of control.
For example, you may restrict your search to account holders with the last name of "Jones."

Search For - A search option that allows you to restrict the data returned by EAGLS. For
example, when searching for accounts within your span of control, you may limit the search to
Open accounts, Closed accounts or Both.

Segment Descriptions - The description of one portion of the general ledger accounting code.

Segmented Comments - Comments attached to a cost allocation within a centrally billed
account which are linked to each segment of the accounting code. The total length of the
comment may not exceed the defined number of characters for that segment.

Segment Length - The number of characters that a segment of the accounting code may use.
The total length of all segments may not exceed 64 characters.

Segment Name - The title given to a specific segment of the accounting code. For instance the
Segment name of the first segment of an accounting code may be "Year" and the Segment
Length would be 4 characters.

Sending A/OPC - This term applies to Transferring Account from one span-of-control to anoth-
er, the sending A/OPC is the person who is transferring access and control to another A/OPC.

Session Account Number - Allows you to view information on the selected account for the
current session.

Session Hierarchy - The hierarchy access for the current session.

Session Role - The role (such as A/OPC or AH) that you are accessing during the current
session. Your role determines your functionality within EAGLS.

Single Purchase Limit - A specific dollar amount that one purchase may not exceed. For
instance, most Purchase card programs will not allow an account holder to make a single
purchase that exceeds $2,500.00

Sorting Options - Options that will determine the order of the information in your report
(alphabetical, ascending date, descending date).

Span of Control - All hierarchies that have been created under your default hierarchy level.

Status - An indicator identifying an account as opened or closed. The account status indicates if
the account may be used for future transactions. The Opened status may also show a level of
delinquency notation. The Closed status will also show a closure reason notation.

Subtotals, Totals, Grand Totals - The summary amounts at various component levels of your
span-of-control.
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Task Order Number - A number that designates the program type (Travel, Purchase, Fleet) and
program requirements of your agency.

TDO - Transaction Dispute Office for CBAs. This person is responsible for disputing any
unauthorized transactions on a centrally billed account.

TDO Information - A hyperlink that displays the Transaction Dispute Office for a CBA. This
person is responsible for disputing any unauthorized transactions on a centrally billed account.

Total Length - The total length is the number of characters that the accounting code must not
exceed. The entire accounting code must not exceed 64 characters, regardless of the number of
segments contained with the code.

Total Number of Days - A specific period of time in days during which an account can access a
pre-set number of transactions and a pre-set dollar amount for a given MCCG control.

Total Systems (TSYS) - A mainframe system for Bank of America that records and warehouses
all authorization and transaction information for government charge cards.

Transaction Dispute - A disagreement between the card holder or account holder and the
merchant with respect to a transaction.

Transaction Transfer - A transaction that should be allocated from an individual account to its
diversion account. This occurs only on Integrated programs with diversion accounts. A
transaction transfer moves the billing of a transaction from one account to another.

Transaction Limit - A number of allowable transactions in a given period.

Travel Card - A charge card that is used solely for the purpose of purchasing Government
travel-related goods and services.

Traveler’s Checks - A paper check that has drawn a specific cash value from a charge card.
The Traveler's check may be redeemed at any authorized merchant for that specific cash value.

Two stage Transfer - Process used to perform an account transfer to a different span-of-control.
This may also occur with an account transfer in which the account is moved within the same
span-of-control, but the Central Account ID must change.

U

User ID - The identity of a registered EAGLS user. This is usually some combination of your
first and last name that may contain a number.

User Profile - The authorization a person is given to access EAGLS screens and perform
EAGLS tasks.

USPS - United States Postal Service. A delivery option for a replacement card that takes
seven-to-ten business days.

11



V

Valid MCCG Tables - A listing of Merchant Category Code Groups that will be accepted or
declined designated in agency setup.

Valid Preferred Vendor Tables - A list of merchants through which transactions may be
accepted. This list may be as specific as a certain terminal in a particular merchant location.

Valid Preferred Tables - A list of MCCs or vendors that are included for authorization by
a agency.

Valid Segment Value - A list of acceptable values for a given accounting code segment that the
user will establish during accounting center setup Accounting Code.

Valid Values - A list of acceptable values for a given accounting code segment that the user will
establish during accounting center setup.

Value - An entry for an accounting code segment or description that must comply with the
number of characters defined by that segment or description.

Value Descriptions - Short descriptions (40-character length) of each valid value. These value
descriptions will appear when the user performs Accounting Code Browse, as well as on the
Transaction Detail screen and the Cost allocation screen.

Vendor Action - Action for an account to take when a specific merchant attempts to receive
authorization. For example, Authorize, Decline, Refer, etc.

Vendor Check - An account restriction that limits transactions to a specific group of merchants.

Vendor Type - Describes the type of business a merchant provides. All merchants that provide
a certain service or merchandise will have a similar MCC. For example, all ATM cash advances
are coded 6011.

\%4

WAN - Wide Area Network. A communications network that uses such devices as telephone
lines, satellite dishes, or radio waves to span a larger geographic area than can be covered by a
LAN.

Warrant Level Dollar Amount - Dollar value of government issued contracting officer war-
rant.
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